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PREFACE. 


In  constructing  this  work  I  havo  endeavored  to  keep  in  mind  the 
/inportant  fact  that  the  ti'uining  received  at  school  should  bo  a  proper 
preparation  for  the  performance  of  tlie  (hities  of  life.  With  this  before  me, 
I  have  made  an  attempt,  whether  successful  or  not,  to  present  a  course  of 
instruction  in  Book-keeping  not  only  thoroughly  practical,  but  also  furnish- 
ing suitable  means  for  mental  develo[)ment.  Although  the  more  difficult 
parts  of  the  subject  ttve  discussed  somewhat  fully,  care  has  been  taken  to 
give  only  such  explanations  as  actual  experience  in  the  school-room  has 
proved  necessary.  The  pupil  is  required  not  merely  to  copy  and  study 
woi4c  done  foi*  him,  but  to  do  it  for  himself.  In  short,  the  aim  has  been 
to  train  the  pupil  to  record  business  transactions  systematically,  not  simply 
to  shnv  him  how  to  do  so. 

As  Double  Entry,  contrary  to  the  usual  practice,  is  introdnced  before 
Single  Entry,  a  woi-d  or  two  by  way  of  explanation  iiiay  not  be  out  of 
place.  For  a  considerable  time  I  held  the  opinion  that  Single  Entry, 
owing  to  its  greater  simplicity,  should  be  taught  first  in  order.  Notwith- 
st^mding  the  difficulty  of  giitting  rid  of  preconceived  notions,  I  have  been 
forced  to  the  conclusion  that  such  idea  is  not  correct  by  observing,  (1) 
that  D.  E.  can  be  made  so  simple  as  to  present  to  the  average  High 
School  pupil  no  difficulty  sufficiently  great  to  be  objectionable  education- 
/dly  ;  (2)  that  D,  E.  affords  more  scope  for  mental  discipline  ;  (.'?)  that  the 
pupil  who  has  mastered  the  principles  of  D.  E.  experiences  but  little  trouble 
with  S.  E.  If  the  converse  of  the  last-named  were  true  it  wcmld  c(!i-tainly 
lose  its  force,  but  this  is  not  the  case  owing  to  the  incompleteness  of  S.  E. 
as  compared  with  D.  E.  The  arrangement  is  such,  however,  that  those 
who  wish  to  take  S.  E.  first  may  do  so  without  inconvenience. 

The  chapters  on  Precis-Writing  and  Indexing  have  been  added  so  that 
the  book  might  cover  the  connnercial  course  pi'escribed  for  High  Scliools 
and  Collegiate  Institutes.  The  exercises  and  examj)les  given  in  connec- 
tion with  these  subjects  have  been  obtained  from  various  sources ;  but  I 
am  chiefly  indebted  to  the  Art  of  Precis- Writing ^  by  Hunter,  for  hints 

and  suggestions. 
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BOOK-KEEPING. 


CHAPTER  I. 


INTEODUOTORY. 

That  every  person,  whether  actively  engaged  in  business  or  not,  should 
keep  some  record  of  his  dealings  with  others,  is  conceded  by  all.  The 
teacher  or  student,  as  well  as  the  merchant,  should  keep  a  c;ot  f>f  books, 
or  one  book  at  least  in  which  to  enter  business  transactions.  As  might  be 
supposed,  there  are  different  methods  of  keeping  books.  No  doubt  thei-e  are 
certain  well-defined  principles  which  should  always  be  adhered  to,  but  the 
application  of  these  nuist  ever  depend  largely  0*1  the  nature  of  the  trans- 
actions recorded.  A  blacksmith  might  find  one  "account  book  "  all  that 
would  be  necessary  for  his  purpose,  while  a  banker  would  retpiire  to  use 
several  books.  pK)th  pai'ties  should  have  the  same  object  in  view,  viz.  : 
to  shew  clearly,  expeditiously,  and  accurately  the  true  state  of  their  affairs. 

The  pupil  must  endeavor  to  take  a  firm  grasp  of  the  principles,  for  wheji 
these  are  mastered  the  details  of  any  particular  method  will  present  but 
little  difficulty. 

By  a  business  transaction  we  mean  the  exchange  of  values,  i.e., 
that  something  which  has  a  financial  value  is  given  for  something  else  to 
which  an  equal  financial  value  is  attached.  When  we  receive  or  pay 
money,  get  or  give  for  value  a  note,  check  or  any  other  valuable  con- 
sideration, a  business  transaction  takes  place. 

Goods  are  said  to  be  bought  or  sold  on  credit  when  actual  payment  is 
not  made  for  them  at  the  time  the  transaction  takes  place. 

Example  I. — "We  sell  John  Smith  on  credit  2  bush,  wheat  at  70c.  per 
bush. 

As  John  Smith  gives  us  no  value  at  the  time  the  transaction  occurs,  we 
must  hold  him  responsible  for  payment ;  or,  in  other  words,  we  must  charge 
the  amount  to  him.  In  this  way  we  shew  by  our  books  that  he  owes  ua 
$1.40. 

Example  II. — "Webuy  of  L.  Mason  on  credifc  12  lbs.  of  tea  at  60c.  per  lb. 


BOOK-KEEPING. 


As  we  get  value  from  L.  Mason  without  giving  value  in  return  at  the 
time,  we  must  make  such  an  entry  as  will  show  that  we  are  indebted  to 
him  to  the  extent  of  $7.20. 

By  a  Oash  transaction  we  mean  that  cash  has  been  received  or  given  for 
some  other  thing. 

Example  I. — We  sell  H.  Crosby  a  funning  mill  for  cash  $30. 

In  this  case  we  cannot  charge  H.  Crosby  with  the  amount,  as  he  has 
given  cash  in  payment.  ]3ut  as  wo  have  received  cash  we  nmst  make 
our  books  show  this  fact. 

Example  II. — We  buy  of  A.  Ililker  for  cash  12  lbs.  of  sugar  at 
9c.  2)er  lb. 

As  we  pay  for  the  sugar,  the  business  relations  which  existed  between  A. 
Hilker  and  us  before  the  transaction  took  place  have  not  been  changed, 
but  we  must  make  our  books  show  that  we  have  paid  out  cash  $1.08. 

ACCOUNTS. 

When  wo  have  <lealings  with  a  person  a  very  simple  method  of  record- 
ing them  is  to  write  the  name  of  the  person  in  a  plain,  large  hand, 
and  to  write  the  items  below  it.  Again,  when  we  receive  or  pay  out 
money,  we  may  write  the  word  "Cash"  as  our  heading  and  place  the 
diflerent  amounts  below  it.  AVe  may  idso  divide  the  items  into  two  classes. 
For  example,  in  each  cash  transaction  money  is  either  received  or  paid 
out.  We  may,  therefore,  place  all  amounts  received  on  one  side  and 
all  amounts  paid  out  on  the  other  side  of  the  account  headed  "  Cash." 

A  similar  division  can  be  made  of  the  items  of  all  other  accounts ;  but 
a  clear  idea  of  this  can  be  obtained  only  by  means  of  examples. 

A  number  of  items  collected  under  a  heading  is  termed  an  Account. 

Every  account  has  two  sides,  the  one  on  the  left  being  called  the 
Debtor  (Dr.)  side,  and  the  one  to  the  riyht  the  Creditor  (Cr.)  side. 

PERSONAL    ACCOUNTS. 

An  account  kept  with  a  person,  a  firm,  or  a  corporation  is  called  a 
Personal  Account. 

It  is  customary  to  place  all  amounts  which  a  person  owes  us  on  the  Dr. 
side  of  the  account  which  we  keep  with  him,  and  all  amounts  which  we 
owe  him  on  the  Cr.  side.       '  ~  ^ 

EXAMPLE. 

July  1,  1886.  Sold  James  Brown  on  credit  1  Reaper  at  $80.  J  uly  5. 
Sold  him  two  waggons  at  $45  each  on  credit.  Sept.  13.  Keceived  from 
him  25  bush.  Wheat  at   70c.   per  bush.      Sept.  20.  Received  from  him 
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on  account  cash  $30.  Sept.  24.  Sold  him  on  aocouiit  1  liuggy  at  .f84. 
Sept.  .'50.  Received  from  him  LT)  Imsh.  liailcy  at  bOr.  and  cash  $20.  How 
does  the  account  st<ind  on  the  3Uth  of  September  ? 


Dr. 
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When,  a  dealer  wishes  to  knoio  mereh/  how  an  account  stands  he  adds  up 
the  money  column  on  the  Dr.  side,  and  also  the  one  on  the  Cr.  side,  and 
finds  the  difference  between  these  sums. 

If  he  wishes  to  close  the  account  he  adds  the  columns  and  finds  the 
difference  between  them.  He  then  places  the  difference  on  the  smaller 
side,  making  the  entry  in  red  ink,  and  rules  lines  across  the  money 
columns,  as  shown  by  the  examj)le  given.  The  totals,  which  are  of  course 
ecjual,  are  put  down  and  double  lines  ruled  immediately  below  them 
across  the  money  columns.     The  account  is  then  said  to  be  closed. 

In  the  following  exercises  the  items  are  to  be  arranged  under  the 
proper  headings. 

EXERCISE    I. 

October  1,  188G, — Sold  John  Jamieson  on  credit  goods  valued  at 
$40.  5.  John  Jamieson  paid  me  on  account  cash  $10.  9.  Sold  John 
Jamieson  10  bush.  Barley  at  50c.  12.  Keceived  from  John  Jamieson 
2  bbls.  Potatoes  at  $1.50.  15.  John  Jamieson  paid  me  cash  in  full  of 
account,  $ — . 


^25. 


EXERCISE    II. 

October  16.  1886.— Wm.  Muir  owes  me  on  account, 
24  yds.  Tweed  at  70c.     20.  Sold  him  1  suit  of  Clothes  at  $ 
at  $13.     23.  He  gave  me  on  account,  3^  tons  of  Coal  at 
26.  He  paid  me  cash  $10  on  account.     How  much  does  he' still  owe  me? 
What  appears  on  the  Dr.  side  t    W^hafc  on  the  Cr.  ? 


Sold  him 
[  7,  and  Overcoat 
5,  and  cash 
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EXERCISE  III. 
Nov.  1,  1886.— Sold  L.  :^rllsoIl  24  Lush.  Barley  at  55c.,  and  12  bush 
Wheat  at  75c.  3.  Sold  A.  TTilker  28  bush.  Oats  at  34c.  Received  from 
L.  Ma.'^onon  account,  cash  i^lO.  5.  Bought  of  N.  D.  McKinnon,  20  cords 
WckmI  at  $1.50.  G.  Received  from  A.  Hilkcr,  24  lbs.  Cheese  at  lie. 
Paid  N.  T).  McKinnon,  cash  in  full  <»f  account,  $ — .  Sold  L.  Ma.son,  120 
bush.  Oats  at  35c.  Received  from  A.  Hilker,  cash  in  full  of  account, 
$  — .  What  does  the  Dr.  side  of  .i  Personal  acct.  show  ?  What  the  Or.  ? 
When  the  Dr.  side  is  the  greatei',  in  whose  favor  is  the  difference  between 
the  sides?     Why?     AV hat  is  a  Personal  account ? 

(NoTK.— The  pupil  is  required  to  open  in  projicr  form  an  account  with  each  person  with  whom  he 
does  buainesa  on  credit. ) 

CASH    ACCOUNT. 

A  Oash  Account  is  kept  to  show  the  amount  of  cash  received  and 
cash  parted  with.  The  plan  adopted  is  to  put  all  amounts  of  cash  which 
are  taken  into  the  business  on  the  Dr.  side,  and  all  amounts  parted  tvith  on 
the  Cr.  side  of  this  account. 

EXAMPLE. 

Nov.  1,  1886. — Cash  on  hand,  !|10.  A.  Paid  for  a  hat,  $2.  6.  Received 
week's  wages,  $5.  8.  Paid  for  a  coat,  $7.  10.  Paid  to  C.  Cameron  on 
account,  50c.  13.  Received  week's  wages,  $5.  17.  Paid  for  a  pair  of 
boots,  $4.  20.  Received  week's  wages,  $5.  23.  Paid  for  fuel,  $1.50. 
27.  Received  week's  wages,  $5.  30.  Bought  for  cash  a  vest  at  $2.50. 
Find  the  amount  of  cash  on  hand. 


Dr. 


(Received.) 
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Paid  for  a  hat. . . . 
"  "  a  coat  . . 
"    to  C.  Cameron 

"    for  hoots    

"      "fuel 

"      "  vest  

Balance  on  hand  . . 


Cr. 


7 
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1 
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12 

~30 


50 

50 
50 
50 


EXERCISE    IV. 


July  5,  1886. — Commenced  business  with  cash  on  hand,  $50.  Bought 
of  A.  Mann  for  cash  100  yards  Cotton  at  7c.,  20  yards  Tweed  at  $1.20, 
10.  Sold  for  cash  to  L.  Mason  25  yds.  Cotton  at  8c.  Paid  for  Coal  Oil 
$1,  and   for  Stationery    50c.     12.    Sold   H.    Corbett  for  cash  12  J  yds. 


liooK  KKKI'lVO. 


I  12  bush 
ived  from 
,  20  conla 
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t  $2.50. 
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2 

7 

50 

4 
1 

50 

2 

50 

12 

50 

~30 

— 

bought 
$1.20. 
)al  Oil 
I  yds. 


Twee<l  at  $1.30.     15.  Sold  out  the  reuminder  of  my  gmxls  for  cash  $18. 
Find  the  amount  of  cash  on  hand. 

EXERCISE    V. 

Aug.  2,  1886. — Commonccd  husint'ss  with  cash  on  han<l,  $1,100. 
Bought  of  J.  Bruce  t(»r  cash,  L'O  bl.ls.  of  Flour  nt  .SH.i'R),  and  200  hush. 
Wheat  at  UOc.  ;}.  I'aid  furl,  !?10.  5.  Sold  .las.  Koss  for  cash,  10 
bbls.  Flour  at  $«..')().  (>.  Sold  W.  (Jarrow  for  cash,  50  bush.  Wlicat 
at  95c.  7.  Paid  for  Postage,  !?1.20.  !).  Kcc(uvc<l  from  J.  Clark,  20 
cords  of  W(Xk1  at  $1.50,  for  which  I  paid  cash. 

H«)W  much  is  on  liand  on  the  10th  of  Aug?  What  dm^s  the  Dr.  side 
of  the  cash  account  show  ?  What  the  Ci-  ?  Which  side  nmst  be  tlie  greater 
when  there  is  a  dillei'cnce  lu'tween  tin;  sid»(S  ?     Explain. 

A  Personal  Account  must  be  oj)ene«l  (if  not  opened  already)  when  we 
receive  value  from  a  j)erson  without  giving  e(|ual  value  at  the  time  ;  and 
also  wlien  we  giv(j  value  to  a  persttn  without  receiving  e(jual  value  at  the. 
time. 

All  cash  transactions  must  appear  in  tlie  Cash  Account  in  some  form. 
As  the  l)r.  shows  all  amounts  which  ai-e  taken  into  the  business  and 
the  Cr.  side  all  amounts  which  ai-e  ])aid  out,  the  Dr.  side  nmst  be  the 
greater  when  there  is  a  difference  between  the  sides. 

The  pupil  will  observe  that  tlie  same  transaction  may  affect  both  the  Cash 
Account  and  a  Personal  Account.  Yor  exani})le,  if  J.  lloss  pays  on  account 
cash  $30,  his  account  nmst  be  crediti'd  with  the  amount,  because  he  gives 
value  without  receiving,  at  the  time,  value  in  return;  and  the  Cash 
Account  must  be  debited  for  the  same,  because  cash  has  been  received. 

In  the  next  two  exercises  the  pupil  will  open  a  Cash  Account,  and  also 
such  Personal  Accounts  as  are  requii'ed. 

EXERCISE    VI. 

Oct.  1,1886. — Commenced  business  with  cash  on  hand  $2,000.  J.  Taylor 
owes  me  on  account  $350.  4.  Bought  of  A.  Gunn  on  account  250  yds. 
Tweed  at  70c. ;  30  yds.  Broadcloth  at  $2.30 ;  50  yds.  Farmer's  Satin  at 
45c. ;  125  yds.  Flannel  at  30c.  5.  Sold  J.  McKay  10  yds.  Tweed  at  90c.; 
50  yds.  Flannel  at  40c.  Paid  for  Coal  Oil  for  use  of  store  with  cash, 
$2.50.  6.  Received  from  J.  Taylor  on  account  cash  $100.  Paid  cash  for 
Fuel,  $20.  12.  Paid  A.  Guim  on  account  cash  $140.  Paid  cash  for 
Stationery  and  Postage,  $1.20.  13.  Sold  II.  Murray  on  account  50  yds. 
Tweed  at  90c. ;  15^  yds.  Farmer's  Satin  at  50c.  15.  Paid  clerk's  salary 
with  cash  $20.     Paid  A.  Gunn  cash  in  full  of  account,  $ — . 

Find  the  amount  of  cash  on  hand,  and  show  how  the  Personal  Accounts 
stand  on  the  evening  of  Oct.  1 5th, 
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EXERCISE  VII. 

Oct.  18,  1886. — Invested  in  business  cash  |800.  Bought  of  "Wm.  Sym- 
ington for  cash  goods  valued  at  flOO.  19.  Sold  A.  Eobinson  on  account 
12|yds.  Silk  at  90c.;  20  yds.  Factory  Cotton  at  lie;  14  yds.  Tweed 
at  .$1.20.  20.  Bought  of  A.  Hilker  on  account  300  yds.  Linen  at  50c. 
21.  Paid  for  Stationery,  $2.50.  22.  Sold  M.  Milne  on  account  16^  yds. 
Linen  at  60c.;  20  yds  Muslin  at  25o.  2.3.  Paid  for  OHice  Furniture,  .^10. 
25.  Received  from  A.  Robinson  on  account  cash  §5.  Paid  A.  Hilker  on 
account  cash  $60. 

The  pupil's  work  should  show  the  following  result:  Cash  on  hand, 
$632.50;  A.  Robinson  owes  on  account,  $25.25;  M.  Milne  owes  $14.75; 
amount  owing  to  A.  Hilker,  $90. 

MEECHANDISB  ACCOUNT. 

A  Merchandise  Account  is  kept  for  the  purpose  of  .showing  the  cost 
and  the  proceeds  of  all  goods  handled  in  connection  with  the  business. 

When  goods  come  in  an  entry  is  made  on  the  Dr.  side,  and  when  goods 
are  disposed  of  an  entry  is  made  on  the  Cr.  side  of  the  Merchandise  Account. 
At  commencing,  the  value  of  goods  on  hand  is  entered  on  the  Dr.  side. 

Merchandise  is  the  term  commonly  employed  to  denote  goods  of  any 
kind  which  are  bought  to  sell  again.  Goods  bought  for  use,  such  as  fuel, 
coal  oil,  stationery,  Ac,  are  not  included. 

EXAMPLE. 

Aug.  2,  1886. — Commenced  business  s\'ith  goods  on  hand  valued  at  $300. 
Sold  James  Holman  on  account  20  yds.  Linen  at  40c.  4.  Bought  of 
N.  Bowman  on  account  250  yds.  Cotton  at  10c.  Sold  H.  Hf)lmes  for  cash 
112  yds.  Tweed  at  75c.*  5.  Sold  C.  McLaren  for  cash  120  yds.  Cotton 
at  12c.  6.  Bought  of  L.  Mason  for  cash  224  yds.  Calico  at  lie.  7.  Sold 
J.  Baker  my  entire  stock  of  goods  for  cash  $250. 


Find  the  loss  or  gain. 


Dr. 


(Cost.) 


MEP.OHANDISE. 


(Proceeds.) 


Cr. 
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'*  The  pupil  who  has  done  the  exercises  previously  given  will  see  at  once  <hat  this  transaction  aflfects 
the  Cash  Account;  but  it  is  not  necessary  to  open  any  other  than  the  Merchandise  Account  to  find  the 
result  required. 
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EXERCISE    VIII. 

Sept.  1,  1886. — Bought  of  F.  Ross  for  cash  goods  valued  at  $300. 
2.  Sold  D.  Beaton  for  cash  3  prs.  Men's  Shoes  at  $4.50.  Sold  A.  Gunn 
on  account  2  prs.  Slippers  at  $1.50 ;  3  prs.  Gaiters  at  $2.  4.  Bought  of 
H.  King  on  account  100  prs.  Men's  Calf  Stitched  Shoes  at  $5.20.  Sold 
my  entire  stock  of  goods  for  cash  $798.50. 


Find  the  loss  or  gain. 


EXERCISE    IX. 


Nov.  1,  1886. — Invested  in  business  merchandise  worth  $560 ;  cash  $350. 
Sold  H.  Calder  for  cash  20  yds.  Flannel  at  27c. ;  300  yds.  Sheeting  at  10c. 
Sold  A.  McCoubrey  on  account  20  yds.  Tweed  at  $1.20 ;  2  Spools  Thread 
at  5c.  3.  Paid  for  Fuel,  cash  $25.  4.  Received  from  A.  McCoubrey  on 
account  cash  $10.  Paid  Gish  for  Stationery,  $2.50.  6,  Sold  \Vm.  Muir 
on  account  30  yds.  Broadcloth  at  $2.50.  8.  Bought  of  H.  Steele  on 
account  100  yds.  Scotch  Tweed  at  $l..'iO.  9.  Received  from  W.  Muir  on 
account  cash  $40.50.  10.  Received  from  A.  McCoubrey  cash  in  full  of 
account,  $ — .  12.  Paid  H.  Steele  on  account  cash  $100.  St)ld  Harper  & 
Co.  on  account  120  yds.  Flannel  at  30c.  Bought  of  H.  Steele  on  account 
an  invoice  of  gocxls  amounting  to  $230.  [By  "  invoice  of  goixls  "  we  mean 
goods  as  shown  by  the  invoice  or  list  of  them  received  from  the  seller.] 
Sold  A.  McCoubrey  for  cash  5  pes.  English  Print,  35  yds.  each,  at  20c. 
15.  Sold  all  the  goods  in  store  to  W.  Sloan  for  cash  $800. 

Find  the  loss  or  gain  on  merchandise,  and  shew  how  the  Cash  Account 
and  the  necessary  Personal  Accounts  stand.  This  exercise  will  require 
the  opening  of  a  Merchandise  Account,  a  Cash  Account,  anci  "^ersona' 
accounts  with  A.  McCoubrey,  Wm.  Muir,  H.  Steele,  and  Harper  &  Co. 

What  is  the  object  of  the  Merchandise  Account  ?  "What  does  the  Dr. 
side  show  ?  What  the  Cr  1  What  entry  should  be  made  of  goods  uixsold 
at  the  time  of  closing  ? 

BILLS     RECEIVABLE    ACCOUNT. 

When  a  dealer  purchases  goods  on  credit  there  is  an  understanding 
between  himself  and  the  seller  as  to  the  time  of  payment,  although  no 
written  promise  is  given.  It  often  happens,  however,  that  a  person  gets  a 
written  promise  to  pay  a  sum  of  money  at  some  stated  time,  for  goo<ls 
which  he  sells.  When  this  is  the  case  the  merchandise  is  not  really  sold 
on  credit,  as  the  promise  to  pay  is  regarded  as  actual  pai/tneut  for  the 
goods. 

Suppose  tha*^^  E.  Brown  buys  from  the  pupil  goo<ls  valued  at  $10,  and 
that  he  gives  the  pupil  in  payment  the  following  : 

$10.  Clinton,  Oct.  8,  1886. 

One  month  after  date  I  promise  to  pay  !!!!!!!!.'ll!!!!!^l!"!"'!.'?..'.'"!! Ten 

Dollars,  for  value  received. 

K.  BROWN, 
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As  Brown  has  given  the  pupil  this  Promissory  Note  which  represents 
vrdue  receivable  one  month  hence,  he  sliould  not  charge  the  amount  of  the 
goods  to  Brown's  account.  The  pupil  will  open  a  Bills  Receivable 
Account,  into  which  he  will  enter  this  and  all  other  written  obligations 
which  he  holds  against  others. 

When  ft  note  signed  by  another  comes  into  a  dealer's  possession  he  should 
|i]aco  thn  arnouut  of  it  on  the  Dr.  side  of  the  Bills  Receivable  Account,  and 
when  Jie  parts  vnlh  it  lie  should  enter  the  amount  of  it  on  the  Cr.  side. 

Notes  on  hand  at  commencing  at  entered  on  the  Dr.  side. 

EXAMPLE, 

Aug.  2,  1886— Sold  H.  INTcDougall  12  bbls.  Flour  at  $5;  30  bush.  Oats 
at  28e.  Ivtceived  in  payment  his  note  at  30  days  for  $68  40.  6.  Received 
from  A.  l?urwasli  on  account  his  note  at  10  days  for  $60.  6.  Sold  W. 
Colo,  on  his  note  at  3  months,  goods  valued  at  $25.  7.  Bought  goods 
from  J.  Patter.son  amounting  to  $60.  Gave  in  payment  A.  Burwash's 
note  for  $60. 

Find  the  value  of  others'  notes  on  hand. 


Dr. 
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Gave  for  goods  A.  Bur 
toash's  Note 


Others'  Notes  on  hand. 


60 


9S 


40 


153  40 


EXERCIS3  X. 

Aug.  9,  1886.— I  have  on  hand  L.  Mason's  note  for  $240.  10.  Sold  H. 
Clark  on  his  note  goods  worth  $50.  11.  Received  cash  for  L.  Mason's 
note,  $240.  13.  Received  on  account  from  D.  Monroe  his  note  for  $100. 
14.  Received  cash  for  H.  Clark's  note  for  $50.  16.  Sold  A.  Pace  on  his 
note  goods  valued  at  $45.  Sold  M.  Rose  on  Lis  note  12  yds.  Broadcloth 
at  $3,  $— . 

Find  the  amount  of  the  notes  on  hand. 


Auff.  23.  1886.- 


EXERCISE  XI. 
-Commenced  busin(*s.s  invostinj;  as  follows 


H.  Minto's 


note  tor  $3U0  ;  C  Bolton's  note  for  $500.     24.   Bought  goods  invoiced  at 
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0 


Cr. 


$500,  for  which  I  gave  in  payment  C.  Bolton's  note.  25.  Sold  F.  Crosby 
on  his  note  at  10  days  goods  valued  at  $35.  27.  Bought  goods  from  M. 
Mann  valued  at  $40 ;  gave  in  payment  F.  Crosby's  note  for  $35  and  cash 
$5  for  balance.  28.  Sold  R.  Martin  on  his  note  at  one  month  goods  worth 
$60.  30.  Received  cash  for  R.  Martin's  note,  $60.  Sold  H.  Calder  on 
his  note  goods  valued  at  $37. 

Find  the  value  of  others'  notes  on  hand. 

BILLS    PAYABLE    ACCOUNT. 

When  a  dealer  gives  his  written  promise  in  payment  for  goods  that  he 
purchases  that  written  promise  represents  value  which  is  payable  at  some 
future  time ;  therefore,  he  must  not  treat  such  a  transaction  as  if  he  had 
bought  the  gootls  on  credit.  He  has  paid  for  them  by  giving  his  note.  He 
will  open  a  Bills  Payable  Account  in  wliich  to  enter  the  amounts  of 
all  notes  which  he  signs  and  hands  over  to  others. 

V/hen  he  issues  a  note  he  makes  an  entry  of  its  amount  on  the  Cr.  side 
of  the  Bills  Payable  Account;  but  when  he  redeems  it  the  .amount  is 
entered  on  the  Dr.  side.     Notes  outstanding  are  entered  on  the  Cr.  side. 

EXAMPLE. 

Nov.  1,  1886. — Note  outstanding  in  favor  of  A.  B.  Bean,  $300. 
3.  Bought  goods  of  H.  Holman ;  gave  in  payment  of  the  same  my  note  at 
10  days  for  $120.  5.  Paid  cash  for  my  note  favor  of  A.  B.  Bean,  $300. 
6.  Bought  on  my  note  at  30  days  of  H.  C.  Menzies  goods  valued  at  $240. 
9.  Bought  of  A.  McDonald  on  vny  note  at  three  months  goods  valued  at 
$100.     13.  Paid  cash  for  my  note  favor  H.  Holman,  $120. 

Find  the  value  of  my  notes  outstanding. 


Dr. 


I  My  Notes  \ 
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300 
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760 


EXERCISE    XII. 


Nov.  15,  1886. — Bought  goods  of  G.  McKay,  for  which  I  gave  my  note 
for  $100.     Gave  my  note  for  $50  to  G.  Smith  on  account.     17.  Paid  cash 
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for  my  note  favor  of  G.  McKay,  $100.  18.  Gave  my  note  for  $55  to  H. 
Hilker  for  goods.  19.  Paid  cash  for  my  note  favor  of  G.  Smith,  $50. 
20.  Bought  of  M.  Manley  120  yds.  Tweed  at  $1.20.  Gave  in  payment 
my  note. 

Find  the  amount  of  my  notes  outstanding. 

For  the  next  exercise  the  pupil  will  open  a  Bills  Receivable  Account 
and  a  Bills  Payable  Account. 

EXERCISE  XIIL 

Dec.  1,  1886. — Commenced  business  with  notes  on  hand  amounting  to 
$550.  2.  Bought  goods  on  my  note  for  $320.  Sold  Peter  Bruce,  on  his 
note,  24  yds.  Tweed  at  75c.  4.  Bought  of  W.  McMaster,  on  my  note,  100 
yds.  Flannel  at  35c.  Received  cash  from  Peter  Bruce  in  payment  of  his 
note,  $18.     6.  Sold  Colin  Campbell,  on  his  note,  1  suit  of  clothes,  $20. 

7.  Bought  of  A.  Hilker,  on  my  note,  200  yds.  Cotton  at  lie,  $ — . 

(a)  Find  the  value  of  others'  notes  on  hand. 

(6)  Find  the  value  of  my  notes  outstanding. 

For  the  next  exercise  the  pupil  is  required  to  open  all  the  necessary 
accounts ;  that  is,  all  the  accounts  affected  by  the  transactions  given. 

EXERCISE  XIV. 

May  3,  1886. — Invested  in  business  as  follows:  Cash,  $400;  goods  in 
store  valued  at  $200 ;  James  Reynar's  note  for  $40.  4.  Bought  of  L. 
Mason,  on  my  note,  200  bush.  Wheat  at  90c.  5.  James  Reynar  paid  cash 
for  his  n<^te,  $40.     7.  Sold  Wm.  Rose,  for   cash,  20  bush.  Oats  at  30c. 

8.  Sold  "W.  Gordon,  on  account,  30  bush.  Wheat  at  $1.  10.  Paid  my  note 
favor  L.  Mason  with  cash,  $180.  W.  Gordon  paid  cash  in  full  of  account, 
$ — .     Sold  out  my  entire  stock  of  goods  for  $340,  cash. 

(a)  Find  the  amount  oz  cash  on  hand.  ' ' 

(6)  Find  the  loss  or  gain. 

(c)  What  was  I  worth  at  commencing  ? 

(d)  What  was  I  worth  at  closing  ? 

EXPENSE    ACCOUNT, 

When  a  merchant  buys  articles,  such  as  coal,  wood,  <fec.,  which  are  not  for 
sale,  but  Jvr  use,  he  should  open  an  Expense  Account  to  receive  the 
amounts  of  them.  In  this  account  he  may  enter  also  amounts  paid  for 
rent,  insurance,  clerks'  salaries,  &c. 

All  sums  representing  the  cost  of  carrying  on  the  business  are  entered 
on  the  Dr.  side  of  the  Expense  Account. 

When  articles  charged  to  the  Expense  Account  are  sold  (which  happens 
but  seldom),  the  proceeds  are  placed  on  the  Cr.  side  of  it. 
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June  1,  1886. — ^Paid  cash  for  Coal,  $10.  2.  Bought  from  H.  McLaren, 
on  account,  5  gals.  Coal  Oil  at  30c.  5.  Paid  cash  for  Stationery,  $2, 
7.  Paid  cash  for  Insurance,  $6.  9.  Paid  cash  for  Rent,  $10.  10. 
Bought  of  C.  Dickson,  on  account,  a  Set  of  Books  for  store,  $5.40. 

Find  ^e  total  loss  on  expenses. 
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EXERCISE    XV. 

Oct.  1,  1886.— Paid  for  Fuel,  $10.  2.  Bought  from  Jas.  Keith,  on 
account,  a  Set  of  Books  for  store,  $3.40.  Paid  for  Postage,  $1.  4.  Paid 
for  Insurance,  $5.  5.  Bought  of  H.  Burns,  on  account,  10  gals.  Coal  Oil 
at  30c.  for  use  of  store.     6.  Paid  clerk's  salary,  $20. 

(rt)  Determine  the  loss  on  expenses. 

(6)  What  does  the  Dr.  side  of  thia  account  shew  ? 

(c)  When  are  articles  bought  placed  under  the  heading  "Merchandise,"' 
and  when  under  the  heading  "  Expense  "  ? 

THE   PROPRIETOR'S  ACCOUNT. 

When  a  dealer  invests  cash,  goods,  notes,  or  any  other  valuable  considera- 
tion, in  a  business,  he  should  open  an  account,  having  his  own  name  as  its 
heading,  and  place  all  amounts  investeil.  and  subsequent  gains  on  the  Cr. 
side  of  it.  All  debts  assumed  by  the  business  at  commencing  with- 
drawals  and  losseSj  should  be  placed-  on  the  Dr.  side. 

EXAMPLE. 

Aug.  2,  1886. — Commenced  business  investing  as  follows :  Cash,  $1,000; 
Goods  on  hand,  $400 ;  Note  against  L.  Mason,  $50.  I  owe  H.  Henry  on 
account  $60.  12.  Withdrew  from  the  business  cash  $40.  31.  Net  gain 
for  the  month  of  August,  $60. 

Shew  the  condition  of  the  Proprietor's  Account  on  Sept.  1st. 
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EXERCISE    XVI.-REVIBW. 

'  March  1,  1886. — Commenced  business  with  cash  on  hand  $800.  2. 
Bought  for  cash  of  S.  Hunter  goods  worth  ^100.  3.  Paid  for  Stationery 
with  cash,  $5.  4.  Sold  goods  valued  at  $25  to  A.  Mclntyre  on  account. 
5.  Bought  of  J.  Davis,  on  account,  200  bush.  Wheat  at  $1.  6.  Bought 
of  L.  Mason,  on  my  note,  35  bbls.  Flour  at  $6.  Sold  H.  Huston,  for  cash, 
10  bbls.  Flour  at  $6.50.  8.  Sold  A.  McKay,  on  his  note,  goods  valued  at 
$20.  Paid  cash  for  Fuel,  $15.  9.  Received  A.  Melntyre's  note  in  full  of 
account,  $ — .  Gave  my  note  to  John  Davis  in  full  settlement  of  account, 
$ — .     10.  Sold  out  my  stock  of  goods  for  cash  $440. 

Result. — Cash  on  hand,  $1,185  ;  others'  notes  on  hand,  $45  ;  my  notes 
outstanding,  $410;  Expense  Account  shows  a  loss  of  $20;  gain  on  Mer- 
chandise, $40 ;  net  gain,  $20.     Present  worth,  $820. 

By  the  preceding  part  of  the  chapter  the  pupil  will  see  that  it  is  possible 
to  record  the  transactions  of  a  simple  business,  such  as  that  of  a  farmer, 
mechanic  or  grocer  in  one  "  Book  of  Accounts." 

The  name  of  the  account  will  be  written  in  a  large,  plain  hand  at  the 
top  of  the  page  of  the  Account  I3ook.  When  an  account  is  likely  to  be 
large  several  successive  pages  should  be  kept  blank  for  it. 

In  recording  the  transactions  care  must  be  taken  to  give  full  particulars. 
Dates,  prices,  amounts,  names  of  parties  concerned,  tkc,  should  be  stated 
distinctly.  To  allow  sufficient  space  for  this  the  Dr  ai>d  Cr.  money 
columns  may  be  placed  side  by  side  and  to  the  right.     See  page  1 4. 

In  order  that  debits  and  credits  may  be  readily  distinguished  the  follow- 
ing should  be  attended  to : 

When  entering  a  debit,  place  at  the  extreme  left  of  the  space  for 
explanations,  the  word  "To,"  and  after  it  a  full  description  of  the  transac- 
tion.    The  amount  will  be  put  in  the  left-hand  money  column. 

When  entering  a  credit,  place  the  word  "  By  "  some  distance  from  the 
left-hand  side  of  the  space  for  explanations,  and  after  it  a  full  description, 

*The  term  "  Stook  "  is  ooounonly  uaed  as  the  title  of  thia  ttooount.    We  do  not  employ  it  at  this  stage 
for  fear  of  confusion. 
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as  in  the  case  of  a  debit.     The  amount  will  be  extended  to  the  right-hand 
money  column. 

The  directions  that  have  been  already  given  will  be  found  sufficient  for 
the  remaining  exercises  of  this  chapter. 

The  pupil  who  has  performed   thoughtfully  the  work  of  the  previous 
exercises  will  have  observed  : 

(1)  That  every  transaction  affects  at  least  two  accounts. 

(2)  That  the  debits  and  credits  of  each  transaction  are  of  equal  amount. 

(3)  That  some  accounts  shew  losses  or  gains,  while  others  thew  values  in 
favor  of  the  dealer  or  against  him. 


EXERCISE    XVII. 

Jan.  3    1887. — Commenced  business  with  cash  in  hand,  $500;  goods  in 
store,  $400. 

4.  Bought  goods  of  D.  Gunn  on  account,  .f  240. 

5.  Sold  goods  to  B.  E.  Monroe  on  his  note,  $45.50. 

7.  Paid  D.  Gunn  on  account  cash  $120. 

8.  Sold  H.  Calder  goods  worth  $200.     Received  in  part  payment  his 
note,  $110. 

11.  Received  cash  in  payment  of  B.  E.  Monroe's  note,  $45.50. 

13.  Gave  D.  Gunn  my  note  to  balance  his  account,  $ — . 

1 4.  Paid  cash  for  Stationery  and  Postage,  .$5. 

15.  Bought  goods  of  D.  Gunn  on  my  note,  $70.     Paid  cash  for  adver- 

tising, $1.20. 
"  17.  Sold  Thomas  Smith,  on  account,  goods  valued  at  $18.60.     Paid 

cash  for  Fuel,  $10. 
"  18.  Received  from  H.  Calder  on  account  cash  $30. 
"  19.  Redeemed  my  note  favor  of  D.  Gunn  with  cash  $ — ,     Paid  cash 

for  Repairs,  $4. 
"21.  Sold  Thomas  Smith,  on  account,  goods,  $70. 
"  22.  Lent  D.  Gunn  a  $10  bill. 

"  24.  Received  from  Thomas  Smith  his  note  for  $80  on  account. 
"  25.  D.  Gunn  returned  the  money  he  borrowed,  $ — . 
'*  26.  Bought  a  Stove  for  store.     Gave  in  payment  my  note  for  $15. 
"27.  Received  cash  in  full  payment  of  H.  Calder's  note,  $ — ,      Paid 

clerk's  salary,  $25. 
"  28.  Received  from  H.  Calder,  on  account,  cash  $40. 
"  29.  Paid  cash  for  Telegram,  25c. 
"  31.  Sold  out  my  stock  of  goods  at  auction  for  cash  $456.35.     Paid 

the  auctioneer  $6. 

NoTR. — The  pupil  is  expected  to  do  all  he  can  for  himself ;  thia  exercise  is  worked 
out  simply  to  shew  the  proper  form. 
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EXEROISn   XVIII.* 

Jan.  3.  1887.— Commenced  businosa  with  cash  in  hand  ^400. 

5.  Bought  goods  of  A.  Patterson  on  account,  $70. 

7.  Bought  goo<l3  of  M.  Anderson  on  my  noto  at  one  month,  $40. 

8.  Sold  goods  to  Peiop  Cameron  for  cash,  $50. 
10.  Paid  cash  for  Stationery,  $1.60. 
15.  Paid  A.  Patterson,  on  account,  cash  $20. 
17.  Bought  gootls  of  A.  Patterson,  on  my  note  at  10  da3rs,  $35. 
19.  Sold  A.  Halden  goods  valued  at  $60  on  his  note. 
21.  Paid  cash  for  Advertising,  $1.50. 

24.  Paid  for  Repairs,  cash  $5. 

25.  Sold  goods  to  Peter  Cameron,  $60.     Received  in  part  payment  his 
note  for  $4.     Deposited  in  bank  cash,  $300. 

27.  Paid  my  note  favor  of  A.  Patterson  with  cash  $ — . 

28.  Received  from  Peter  Cameron,  on  account,  cash  $10. 
31.  Sold  my  entire  stock  of  goods  for  cash  $16.10. 

(a)  Open  the  proper  accounts  as  the  transactions  occur,  and  make  the 
necessary  entries. 

(b)  Find  the  loss  or  gain  on  merchandise. 

(c)  Find  the  loss  on  expenses. 

(d)  Shew  how  the  Net  Gain  is  found. 

(e)  Find  the  proprietor's  Net  Worth  Jan,  31. 

(f)  How  can  the  proprietor's  Net  "Worth  be  obtained  without  making 
use  of  the  Net  Gain  ? 

EXERCISE    XIX. 

1.  1887. — Commenced  business  with  cash  in  safe,  $400,  and  goods 
in  store  valued  at  $700.     Deposited  in  bank  cash,  $250. 

2.  Sold  James  Smith,  on  account,  20  bbls.  Flour  at  $4.50,  $ — .  Cash 
sales,  $40. 

3.  Bought  of  A.  C.  Carson,  on  account,  200  bush.  Wheat  at  78c., 
$ — .  Sold  H.  Macpherson,  on  his  note  at  5  days,  140  bush. 
Oats  at  30c.     Cash  sales,  $56.40. 

4.  Paid  cash  for  Stationery,  $1.60.  Bought  of  P.  C.  Taylor  for 
cash,  152  bush.  Barley  at  52c.,  $ — .  Paid  cash  for  Coal  Oi!, 
$1.20.     Bouglit  of  W.  Munroe,  on  my  note  at   10  days,   50 


Feb. 


II 


(I 


bush.  Wheat  at  80c.,  $  — . 


Cash  sales,  $27.30. 


**  5.  Received  from  James  Smith,  cash  $25.  Paid  cash  for  Fuel, 
$6.50.  Sold  M.  L.  Jones,  on  account,  100  bush.  Wheat  at 
8()c.,  $ — .  Sold  D.  Gaskin,  on  his  note  at  2  months,  30  bbls. 
Flour  at  $5,  $— .     Cash  sales,  $20.70. 

"  7.  Gave  A.  C.  Carson  my  note  at  2  months  for  $100  in  part  pay- 
ment of  account.     Received  fi-om  James  Smith,  on  account, 

*  The  pupil  is  expected  to  do  the  work  of  XVIII.  and  XIX.  in  full,  transferring  directly  to  tlie  "  book 
of  accouiits."    The  accounts  will  be  closed  in  the  same  manner  as  the  precedinjf. 
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oash  $40.     Paid  for  rcp.uiing  store  with  cash,  $5.00.     Cash 
bales,  $30. 
Feb.  8.  Paid  A.  C.  Carson  cash  in  full  of  account,  $ — .     Received  from 
M.  L.  Jones,  on  account,  cush  $35.     Cash  sales,  i!?24.90. 

"     9.  Received  cash  for  H.  Macpherson'a  note,  $i2.     Paid  for  Adver- 
tising, cash  $5.20.     Cash  sales,  $22. 

"   10.  Sold  out  tlij  remainder  of  my  gootls  to  M.  L.  Jones,  on  account, 
for  $347.80. 

(a)  Find  the  loss  or  gain  or  merchandise. 

(h)  Find  the  loss  on  expens(^s;  also  the  Net  Loss  or  Net  Gain.     What 
is  the  Net  Worth  at  closing'? 

(c)  What  is  the  amount  of  cahli  on  hand?     Of  others*  notes  on  hand? 
Of  our  notes  outstanding  ? 

(d)  How  much  docs  James  Smith  owe  us  on  account?     M,  L.  Jones 
owes  us  how  much  1 
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OHAPTEE  II. 


Book-keeping  is  the  recording  of  busine's  transactions  in  such  a  manner 
as  to  show  the  true  condition  of  a  dealer's  finances. 

There  are  two  methods  of  keeping  accounts,  called  Double  Entry  and 
Single  Entry.  The  main  distinction  between  them  is  this: — In  a  Single 
Entiy  Ledger  oiilt/  Pevaonal  Accounts  are  kept,  while  in  a  Double  Entry 
Ledger  accounts  are  k(!pt  with  persons  and  things. 

[As  a  result,  of  this  only  one  entry  of  a  transaction  is  nia<le  in  a  Single  Entry  Ledger,  while  two  are 
made  in  a  Double  Entry  Ledger,  one  a  debit  and  the  other  a  credit.] 

The  Fundamental  Principle  of  Double  Entry  Book-keeping  is  that  the 
debits  and  credits  of  every  transaction  are  of  ecpial  amount. 

By  the  method  exemplified  in  the  preceding  chapter  transactions  are 
entei'ed  directly  into  the  book  of  accounts,  called  the  Ledger. 

THE    LEDGER. 

In  the  Ledger  all  the  debits  ;ind  credits  arising  out  of  the  transactions 
of  the  business  are  collected  and  propei'ly  arranged  under  their  respective 
headings. 

When  transactions  are  of  a  simple  character  the  Ledger  m.ay  furnish 
a  suthciently  full  i-ecord ;  but  when  a  somewhat  lengthy  description  is 
necessary  this  book  is  jio  longer  suitable  as  one  of  original  entry. 
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THE    DAY    BOOK. 

The  Day  Book  cftr.tuin.s  u  pluiri  and  ((miijrrhciisivo  statmient  of  each 
tranwiction  connected  with  the  l)usiness,  put  in  us  short  a  form  us  possible. 
Wh«!n  a  transaction  takers  place  it  is  innuediately  recorded  in  thia  book, 
the  following  being  clearly  shewn  : 

(1)  The  date  of  tho  transaction. 

(2)  Tlio  name  of  tlio  jicrHon  or  account. 
(;<)  The  thing  received  or  jfiven. 

(4)  The  prices,  quantities,  &C.,  of  the  urticlus  hought  or  sold. 

(5)  The  terms  of  payment.  ^ 

THE    JOURNAL. 

The  Journal  contains  the  Dchlfs  uiid  Credits  arising  from  each  trans- 
action recor(le<l  in  the  J)ay  liook,  jiiiunged  in  such  a  manner  that  they 
may  be  easily  transferred  to  the  Lt^lgcr. 

NoTR.— The  .Touriial  heconies  iieccHsary  only  when  tho  entries  in  the  Day  Book  are  f<on)ewhat  com- 
plicated, and  are,  therefore,  not  conveniently  carried  thttrefroni  to  the  Ledger. 

DAY    BOOK. 

Toronto,  September  1,  1S86. 


II  a  manner 

Entry  and 

In  ;i  Single 
d)]e  Entry 

,  while  two  are 
is  that  the 


Sold  James  Ross,— 

200  liblH.  Flour  at-% $1,200 

150    "      Apples  at  $1 loO 

Received  in  payment  canh $1,000 

Balance  on  account    350 

(late 


1,350 


ctions  are 
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Merchandise. 


1886 
Sept. 


By  Sundries  . 


i,5J0 


James  RnsS' 


1886 
Sept. 


ToMdae 


350 


RULES  FOR  DETERMINING  DEBITS  AND  CREDITS.t 


stock:,  or  the  propeietor's  account. 


Debit  for  the  amount  of  the  pro- 
prietor's liabilities  assumed  by  the 
concern  at  the  time  of  commencing, 
for  all  sums  withdraw vn,  and  for  the 
Net  Loss  (if  any)  at  the  time  of 
closing. 


Credit  for  the  amount  of  the  in- 
vestment at  commencing,  for  all  sums 
subsequently  invested,  and  for  the 
Net  Gain  (if  any)  at  the  time  of 
closing. 


*  When  a  Day  Book  is  tised  the  entries  in  the  Ledfrer  are  os  short  as  possible.    The  former  oontAins 
the  complete  history  of  the  transactions;  the  latter  merely  the  results. 

t  By  Debit  is  meant  an  entry  made  in  such  a  manner  as  to  shew  the  indebtedness  of  the  person  or 
thing  represented  by  the  I^dffer  title  under  wliich  it  is  placed. 

By  Credit  'a  meant  an  entry  made  in  such  a  manner  as  to  shew  the  amount  due  to  the  person  or 
thin^  represented  by  the  Ledger  title  under  which  it  is  placed. 
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In 


f. 
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The  term  "  Stock"  Is  commonly  used  aa  the  heading'  of  the  account  kept  with  the  dealer.    UIs  name, 
or  either  of  the  terms  "  Capital"  or  "Proprietor,"  would  be  quite  suitable. 

When  small  sums  are  frequently  withdrawn  for  private  use,  it  !s  found  convenient  to  open  a 
•'  Private  Account,"  into  which  to  enter  such.    This  account  is  closed  into  the  Stock  Account, 

In  a  Partnership  business  an  aoconnt  should  be  opened  with  each  partner,  and  it  should  be  treated 
in  a  manner  similar  to  the  Stock  Account. 

MERCHANDISE    ACCOUNT. 


Debit  for  the  value  of  the  goods 
■  on  hand  at  the  time  of  commencing, 
;;  for  the  cost  of  goods  suhsequentlif 
i^  purchased,  and  for  the  value  of  goods 
i  returned  hy  customers^  i^i<f-.<Ji. ..  .-.^^-■- 


Credit  for  the  proceeds  of  sodes, 
for  the  value  of  goods  returned  hy 
us,  and  for  the  value  of  goods  on 
hand  at  the  time  of  closing. 


^    ^-'L. 


t>»  '-• 


*/ 


'      All  goods  boucfht  on  speculation  ore  included  under  the  heading  "Merchandise."    When  a  dealer 
'   wishes  to  know  his  gain  or  loss  on  any  particular  line  of  goods  he  must  open  a  separate  account  for  it. 

^     Articles  purchased  for  use,  but  not  handled  in  connection  with  the  business,  do  not  belong  to  this 
if,  account.  ~  , 

I  REAL    ESTATE    ACCOUNT. 


:       Debit  for  the  value  of  the  property 
■4  represented  at  commencing,  for  the 

cost  of  that  afterwards  purchased, 

and  for  all  chanies. 


Credit  for  all  amounts  against  tJie 
property  represented  at  commencing, 
for  proceedsy  and  for  the  value  of  the 
property  at  the  time  of  closing. 


Farms,  stores,  dwelling  houses,  &o.,  are  usually  included  under  thia  heading', 

CASH    ACCOUNT. 


Debit  for  the  amount  of  cash  on 
hand  at  the  time  of  commencing, 
and  for  all  amounts  afterwards  re- 
ceived. 


Credit  for  all  amounts  of  cash 
parted  tvith. 


Checks,  Sight  Drafts,  Bank  Drafts,  Bills  of  Exchange  payable  on  demand.  Post  Office  Orders, 
Certificates  of  Deposit,  &c.,  are  included  under  this  heading.  Generally,  all  paper  whioh  oaa  be 
cashed  immediately,  when  received  by  us,  is  regarded  as  cash. 

PERSONAL    ACCOUNTS. 


Debit  for  the  amounts  they  owe  us 
at  commencing,  for  their  subsequent 
indebtedness  to  us,  and  for  all  pay- 
ments which  we  rnake  to  them  on 
account. 


Credit  for  all  amounts  which  we 
owe  them  at  the  time  of  commencing, 
for  our  subsequent  indebtedness  to 
them,  and  for  all  payments  which 
they  make  to  us  qvl  account. 


BANK    ACCOUNT. 


Debit  for  the  amount  deposited  at 
the  time  of  commencing,  and  for  all 
other  auma  deposited  from  time  to 
time. 


Credit  for  the  amounts  of  checka 
issued,  and  for  all  sums  otherwise 
withdraum* 


•t   'p-c-,: 
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BILLS  RECEIVABLE  ACCOUNT. 


Credit  for  the  amounts  of  others' 
notes,  &c.,  disposed  of. 


Debit  for  the  amount  of  others' 
notes,  acceptances,  &c.,  which  are 
m  hand  at  the  time  of  commencing, 
and  for  the  amounts  of  those  after- 
wards received. 

Under  this  headinpr  we  ^ut  all  written  obligations  which  we  hold  ar/ainst  others  that  are  not  payable 
on  demand,  euch  as  Promuisory  Notes,  Time  Drafts,  &u. 


BILLS    PAYABLE    ACCOUNT. 


Debit  for  the  amounts  of  our 
notes,  «kc.,  when  they  are  redeemed 
by  us. 


Credit  f<)r  the  amount  of  our 
notes,  &c.,  wliich  are  in  the  possession 
of  others  at  the  time  of  commencing, 
and  for  the  amounts  of  those  after- 
wards issued. 


Under  this  heading  we  pnt  all  written  obligations  which  others  hold  against  us,  such  as  Promissory 
Notes,  Acceptances,  &a 


EXPENSE    ACCOUNT. 


Debit  for  the  outlay  in  running 
the  business. 


Credit  for  the  proceeds  of  sales 
of  articles  formerly  charged  to  diis 
account,  and  for  the  \'alue  of  such 
articles   on   hand   at    the    time   of 


closing. 


xi'xpense  is  a  greneral  term  usually  Including  Stationery,  Postage,  Office  Books  and  Furniture,  Rent, 
Salaries,  Light,  Fuel,  &C. 

If  the  dealer  wishes  to  know  the  loss  on  any  one  of  these  he  must  open  a  separate  account  for  it, 
debiting  for  the  cost  and  crediting  for  the  proceeds. 


INTEREST    AND    DISCOUNT    ACCOUNT. 


Debit  for  sums  paid  by  us  for 
the  use  of  money,  and  for  sums 
allowed  by  us  on  debts  paid  to  us 
before  due. 


Credit  for  sums  paid  to  us  for 
the  use  of  money,  and  for  sums 
alloiced  to  us  for  debts  paid  by  us 
before  due. 


Interest  i»  an  allowance  made  for  the  tise  of  money. 

Discount  is  an  allowanoe  made  for  the  payment  of  a  debt  before  it  becomes  due. 

As  Interest  paid  out  and  Discount  allowed  by  us  affect  the  business  in  exactly  the  same  way  it  ia  not 
necessary  to  keep  a  separate  areount  for  each.  The  same  may  be  said  of  Interest  received  and 
Discount  allowed  to  us. 

At  the  time  of  ccmmenciwj  accrued  interest  in  our  favor  is  debited,  and  lliat  against  us  is  credited. 

At  the  time  of  closinj  accrued  interest  in  our  favor  is  credited,  and  that  against  us  is  debited. 


.JL. 
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GENEEAL   EULES. 
An  the  preceding  rules  are  included  in  the  following  general  rules : 

(1)  The  person,  firm  or  corporation  receiving  value  without  giving  equal 
value  at  the  time  is  made  Dr.,  and  the  person,  firm  or  corporation  gi\ing 
value  without  receiving  equal  value  at  the  time  is  made  Cr. 

(2)  The  thing  received  is  made  Dr.,  and  the  thing  parted  with  is 
made  Cr. 

EXERCISE    I. 

1.  Bought  of  James  Brown  goods  on  account  worth  ^30, 

2.  Paid  R.  JSIiller  casli  on  account,  $100. 

3.  Received  from  L.  McLeod  cash  $1.50  on  account. 

4.  Sold  goods  to  M.  Ray  for  cash,  $iO. 

5.  Bought  goods  from  R.  McKay  for  cash,  $15. 

6.  Sold  Peter  McGarva,  on  his  note,  goods  valued  at  $50. 

7.  Bought  of  R.  Ross  $100  worth  of  goods.     Gave  in  payment  my  note 

8.  H.  Henry  paid  his  note  in  cash,  $40. 

9.  Received  from  J.  Jones  $10  on  account. 

10.  Paid  M.  W.  Hespeier  $100  on  account. 

11.  Paid  $2  cash  for  Coal  Oil  for  use  iu  store. 

12.  Bought  of  R.  Miller  goods  valued  at  $45.  Gave  in  payment  my 
note  at  30  days. 

13.  Bought  of  L.  Mason  goods  valued  at  $70.  Gave  in  payment  casli 
$40,  the  balance  on  account. 

14.  Sold  to  James  Johnston  goods  valued  at  $90.  Received  in  payment 
his  note  at  10  days  for  $30  and  cash  for  balance. 

15.  Bought  of  W.  Hill,  on  my  note  at  60  days,  goods  worth  $90: 

16.  Sold  H.  Corbett,  on  account,  £00  bush.  \Vhtoc*o  «t  90c. 

17.  Bought  of  L.  Jones,  for  cash,  V'J  busli.  Wheat  at  85c. 

18.  Paid  for  Ottice  Furniture,  $25  in  cash. 

19.  Bought  a  House  and  Lot  for  $900  in  cash. 
20-  Paid  for  Fuel,  cash  $5. 

(a)  Determine  the  debits  and  credits. 

SET   I.-RECORD   OP  TRANSACTIONS. 
Clinton,  Sept.  1,  1886. — Commenced  business  on  Albert  Street,  investing 

as  follows:— Cash,  $500;  lUO  bbls.  Flour  at  $5.50;  300  bush. 

Wheat  at  90c. ;  John  Smith  owes  on  account  $40. 
Sept.  2.  Bought  of  R.  Mdls,  for  cash,  100  l)bls  Flour  at  $5. 

3.  Sold  W.  Hill,  for  cash,  50  bush.  A\Tieat  at  $1.05;  3  bbls.  Flour 
at  $0.50. 

4.  Sold  R.  Fullerton,  on  account,  25  bush.  Wheat  at  $1 ;  15  bbls. 
Flour  at  $6. 

Deposited  in  Bank  cash  $50. 
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Sold  J.  Pace,  on  account,  50  bbls.  Flour  at  $6.10;  30  bush. 

Wheat  at  U- 
Keceived  from  John  Smith  in  full  of  account;,  cash  $30,  his  note 

at  30  days  for  $!10. 
Paid  cash  for  Books  for  use  of  Store,  $10. 
Lent  K.  Fullerton  a  65  bill. 

Paid  H.  McDonald  for  repairing  doors,  (fee,  cash  $1. 
Sold  R.  McNaughtou  20  bbls.  Flour  at  $6.10,  on  his  note  at 

30  days. 
Bouglit  of  P.  McEwen,  on  my  note  at  10  days,  10  bbls.  Flour 

at  $6. 
Keceived  from  R.  Fullerton,  on  account,  cash  $50. 
Sold  J.  Langdon  100  bbls    Flour  at  $6.10.     Received  in  pay- 
ment  an    order  on   R.   Fullerton  for  $100;    John   Smiths 

acceptance  for  $200 ;  cash  for  balance,  $—4 
Received  from  R.  Fullerton  in  payment  of  order  from  J.  Lane  • 

don,  cash  $100. 
Received  J.  Pace's  note  at  30  days  in  full  of  acconnt,  $ — . 
Paid  for  Fuel,  cash  $10.     Deposited  in  Bank,  cash  $200. 
Paid  cash  for  my  note  of  15th  inst.,  $ — . 

Bought  of  A.  Mann,  on  my  note  at  30  days,  30  bush.  VTheat  at  90c. 
Paid  for  Coal  Oil,  cash  $1.20. 
Sold  L.  Mason,  on  his  note  at  30  days,  10  bbls.  Flour  at  $6.10; 

98  bush.  Wheat  at  90c. 

Inventory,  Sept.  30. 

12  bbls.  Flour  at  $3.50 $66  00 

127  bush.  ^Yl^eat  at  90c 114  30 

TotaL $180  30 
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The  student  should  write  up  the  Day  Book  from  the  "Record  of  Trans- 
actions. "When  he  makes  an  entry  he  should  compare  it  with  the  cor- 
responding entry  in  the  Specimen  Day  Book.  It  is  important  to  observe 
carefully  the  correct  form.  A  loose  sheet  should  be  ruled  and  the  entries 
made  on  it;  when  these  are  corrected  they  should  be  put  in  the  blank 
book. 

Clinton,  September  1,  1886, 


■J* 


{ .^.*"!?5?"'' ^'''■™'-  )    commences    btmneas  this  day  on 
Albert  Street  investing  aa/olloion: — 

Ocuih  on  hand  

100  hb/s.  Flour    ^5  SO 

300  bush.    Wheat 00 

John  Smith  owes 


Boue/ht  of  R.  Mills  for  cash, — 

100  bbU,  Flour $5 

3 


Sold  W.  Hill  for  cash,— 

50  hush.    Wheat    $1  01 

3  bbls.  Flour 0  50 


Sold  R.  Fullerton  on  ajc,— 

25  bush.   Wheat   $1 

15  bbls.  Flour 6 


Deposited  in  Rank, — 
Cash    


6 


Sold  J.  Pace  on  a/c, — ■ 

50  bbls.  Flour ^6  10 

SO  bush.   W/ieat    1 


S 


Received  from  John  Smith  in  full  ofajc,- 

Cash    

Hia  note  at  30  days  for    


9 


Paid  cash  for  Rooks  for  Store 
JO 


Lent  R.  Fullerton  a  $5  bill    ....    

Paid  H.  McDonald  for  repairing  doors,  etc.,  cash. 


500 

550 

270 

40 


19 


25 
90 


305 
30 


30 
10 


50 
50 


1,300 


600 


115 

50 

335 

40 
10 
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Clinton,  September  13,  1886. 


Brought  forward 


Sold  R.  McNamjhton, — 

20  hbls.  Flour $G  10 

Received  in  payment, — 

Hilt  note  at  30  days  for $122 


Bought  of  P.  McMwen,  on  my  note  at  10  days. 


10  hbls.  Flour 


17 


Received  from  R.  Fullerton  on  a/c, — 

Cash    

iS 

Sold  J.  Lantjdon, — 

100  hbls.  Flour $G  10 

Received  in  pai/ment,  — 

yin  order  on  R.  Fullerton $100 

John  Smith's  aceeptauce 200 

Cash  for  balance 310 

20 

R(ceived  from  R.    Fullerton  in  payment  of  Order 
received  from  J.  Langdon, — 

Cash     

"ji 

J.  Pace  gave  his  note  at  30  days  in  full  of  a/c 

22 

Paid  for  Fuel  with  cash 


Deposited  in  Bank, — 
Cash    


22 


25  - 


Paid  cash  for  my  note  of  15th  inst 

27 


Bouqht  of  A.  Mann  on  my  note  at  30  days, — 

30  bush.  Wheat   ' $    90 

28 

Paid  for  Coal  Oil  with  cash  

2f) 


Sold  L.  Mason  on  his  note  at  30  days, — 

10  bbls.  Flour $6  10 

OS  bush.  Wheat    90 


'orv, — 

>i'.-    12  bbls  .  .  . 
WhfA  1-7  bush 

"P-'al 


.$5  50 
90 


61 

88 


20 


GO 
114 

180 


80 


SO 
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SPECIMEN    JOTTRNAL.— SET    I. 

The  simplest  form  of  the  Journal  is  here  presented.  The  pupil  will 
rule  projierly  a  loose  sheet  and  make  the  Journal  entries  on  it ;  he  will 
then  compare  his  work  with  the  model,  correctinfjf  it  wherever  neces- 
sary. After  this  he  is  in  a  position  to  use  the  blank  form.  The  narrow 
column  to  the  ri<^ht  is  for  the  page  of  the  Day  Book.  This  is  to  be  filled 
as  soon  as  the  Journal  entry  is  mjide.  The  colunni  to  the  left  is  for 
the  page  of  the  Ledger,  and  must  not  be  filled  until  after  the  entry  ia 
posted.  As  soon  as  an  entry  is  transferred  from  the  Day  ]Jook  to  the 
Jourivil  the  page  of  the  Journj',!  must  be  placed  in  the  column  to  the  left 
of  the  Day  Book. 

Clinton,  Septeniber  !>  1886. 
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Clinton,  September  11,  1886. 


Expense 


Browjht  forward 
Dr.   


Bill  Bee. 

Dr. 

Milse. 

Dr. 

Cash 

Dr. 

To  Cash 

13 '— 


To  Mdse. 
15 


To  Bills  Payable 
17 


To  B.  Fulkrton. 
IS 


B.  Fulkrton  Dr. 

Bills  Bee. 

Cash  " 


Cash 

Dr. 

Bills  Bee. 

Dr. 

Expense 

Dr.   . 

1 

Bank 

Dr. 

Bills  Payable 

Dr. 

Mdse 

Dr. 

Expense 

Dr. 

To  Mdse. 
20 


ToB.  Ftdkrton. 
21 


To  J.  Pace. 

22 


To  Cash 


To  Cash 

25 


To  Cash 

^7 


To  Bills  Payable 
28 


To  Cash 

29 


Bills  Bee, 


Dr. 


To  Mdse. 


iG 


26 
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26 


26 
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BOOK-KREPINO. 


INDEX    TO    LEDGBR.-EXPLANATION. 

It  is  important  to  index  an  uceount  just  Ixtfoiui  opcuiing  it  in  the  Ledger, 
as  this  will  pn;vont  the  occurronco  of  two  uccounts  having  the  same 
heading. 

The  form  presontcd  is  ttM'tncMl  a  vowol  ind(\x.  When  tliero  are  a  gi'oat 
many  aticounts  in  thii  L(Hlg(U',  such  an  arrangc^monfc  of  tl>o  tithes  as  is  here 
shown  will  bo  found  convenient.  If  an  account  lias  to  be  transf(;rred  for 
tlH5  first  time  from  one  })ag<i  to  anothei-,  tlui  figui-c?  2  will  bo  j)laced  over 
the  figul•(^s  indicating  the  new  pag(\  If  it  is  transf(>rred  for  the  second 
time,  the  figure  .3  will  be  used.  Tliis  number  will  shew  the  order  of  open- 
ing the  account  on  any  of  the  pages  on  which  it  appears. 

The  pupil  will  obsejve  th;it  (>ach  lioi'izontal  space  represents  a  page  of 
an  index,  such  as  would  bo  used  in  actual  businc^ss. 

This  form  of  index  is  so  simple  as  to  bo  easily  understood  by  the  pupil 
who  will  study  it  carefully. 


SPECIMEN    LEDGER.    SET    I. 


7^^  /Debts  nt,  commeiicliitr,  Witlidrawalsv 

-^'  •         \  anil  Net  I.ohh,  If  any.  / 


Stock'. 


/iTivestm-.-tit    nml\ 
\Net  Oain,  if  any./ 


Cr. 


18S6 


1.  Why  has  no  entry  been  nmcle  on  tliu  Dr.  side? 
'2.  What  is  posted  to  the  Cr.  side? 

3.  In  what  accounts  are  tlie  dchits  ciorrespondinj,' 

to  the  credit  of  this  account  found? 

4.  What  does  the  difference  between  the  sides  of 

this  account  sliew  V 


ISSG 
Sept.  1 


By  Sundries 


1,S60 


Ukm.vrks.  -The  term  "Stock"  stands  for  the 
Proprietor's  name.  Either  "  l'roi)rietor"  or 
"Capital"  would  bfj  (|uite  suitable.  As  this 
account  must  shew  the  flealer's  Net  Worth  it 
cannot  be  closed  until  the  Net  Gain  or  Net 
Loss  lias  been  found. 


/  Received.  J 


Cash- 


(raid  Out.) 


18HG 

Sept. 

1 

1  ( 

3 

(( 

S 

>< 

17 

i< 

IS 

(( 

;W 

To  Stock     .... 

•*  Mihe      

"  John  Smith 
"  R.  Fullerton 

"  Mdse 

"  Ji.  Fullerton 


1.  What  appears  on  the    Dr.    side  of  the  Cash 

account  ?    What  on  the  Cr.  ? 

2.  If  there  is  a  difference  between  its  sides,  which 

is  the  greater?    Why  ? 

3.  What  does  this  difference  represent? 

4.  In  making  a  statement  of  Uesources  and  Lia- 

bilities, and  also  a  statement  of  Gains  and 
Losses  from  this  Ledger,  into  which  would 
you  place  the  amount  of  cash  on  hand  ? 


Bij  Mdse     

"   Bank     

'*  Expense     . .  . 
"  It.  Fullerton 
"  Expense     . . . 


500 

50 

10 

5 

1 

10 

200 

GO 

1 


20 


"  Bank 

'*  Bills  Payable. 

"  Expense     .... 

Remarks. — The  student  must  endeavor  to  grasp 
the  meaning  of  the  terms  used  in  No.  4. 
Having  done  this,  he  will  have  but  little 
difficulty  in  distinguishing  the  two  great 
classes  of  accounts  from  one  another.  What 
are  those  classes? 


5V 
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Ih 


(  CoHt.  ) 


Merchandise. 


I  I'roCcedH.) 


Cr 


le  Ledger, 
the  same 

■o  a  gi'oat 
as  is  lun-e 
fcrnul  for 
•,wxh\  over 
ho  socoiid 

r  of  OJMMl- 

a  page  of 
the  pupil 


/.S'.sv; 

Sept. 

./ 

•  < 

<■) 

<( 

If, 

>< 

21 

To  Stork  .  . 
"  iUtxh  .  . 
"  mi  I X  Pay 


1.  WTiat  docs  the  first  entry  on  the  Dr.  side 

this  occt.  show? 

2.  What  docs  the  Dr.  total  represent? 

;t.  What  the  Cr.  7 

4.  When  the   Mdsc.  is  all   sold,  what  must  the 
<lifferen(!e   l>et\\x'en   tlii!   sides  show? 


I 

//  Ihi  C'nxh    

4  '■'  /{.  Fiillerlon 

7  "  ./.  J 'arc.    ..  . 

/./  "  y////,v  hw.. . 

/,S'  "  Silll(/rir.-<  .  .  . 

J!)  "  BiUHliec... 


73 

Jir, 

,u-, 

Lii 

(III) 

\ 

1/,'J 

.20 


IlKMAiiKS.-  By  the  Inventory  the  ffOfxls  reniain- 
inif  misoid  are  worth  .^l.'SO.Hd.  When  these 
}{ooda  were  hoii^flit  the  cost  of  them  was  enter- 
e  I  on  the  Dr.  side  of  this  atrcoinit,  liutas  they 
are  still  on  h;ind  and  therefore  represent  viiliie, 
this  ii(^(!onnt  nnist  be  (credited  with  siioh  value 
iH'fore  it  is  in  a  jiosition  to  show  whether  the 
(h-aler  has  ^,'ained  or  lost  f)n  .Merehandise. 


Cr. 


1,S60 


ids   for  the 

jprietor"  or 

le.     As  this 

et  Worth  it 

ain  or  Net 


500 

50 

10 

5 

1 

10 

200 

GO 

1 


20 


I"  to  If  rasp 
in  No.  4. 
but  little 
wo  great 
r.    What 


I  other's  Notes  \ 
V     Ucculvcit.     ) 


Bills  Receivable. 


/Other'H  Notc8\ 
Vl'artedWltli.  y 


ISSG 

Sept. 

8 

>< 

13 

<< 

IS 

It 

21 

<( 

29 

To  John  Smith 
"  Mdse   .... 

•'  J.  Pace.'.'. 
"  Mdxe   .... 


10 
l..'J 
L'lio 
3J5 


20 


1.  What  does  the  Dr.  footing-  shew  ? 

2.  Why  is  there  no  entry  on  the  Cr.  side  ? 

3.  How  many  notes  are  now  on  hand  ? 

4.  What  entry  in  this  acct.   when  a  note  is  col- 

lected ? 


Whether  would  the  diflferenco  between  the 
sides  of  tliis  account  he  put  into  a  statement 
of  llesources  and  Liabilities,  or  into  one  of 
Gains  and  Losses? 


/  Mv  Xotes  \ 
Vlli^ik'-iiiod.  / 


Bills  Payable. 


/My  No'es\ 
\    lH3llt;il.   / 


ISSO 
Sept. 


To  Ca.ih 


1 .  Why  was  this  acct.  closed  on  Sept  2.'ith? 

2.  Why  re-opene<l  on  the  27th  ? 

3.  When  is  an  entry   made    on    the    Dr. 

When  on  the  Cr  ? 


side? 


1S8G 

Sept. 

15 

Sept. 

,.'7 

Bi)  Mche. 
Bij  M(he 


GO 


GO 


21 


Remarks.  — It  is  ctistomary  to  close  an  account 
whenever  the  footinj,'s  of  its  sides  are  found 
equ-.il,  .ind  to  re-open  it  when  further  entiies 
are  to  he  made  in  it. 


di 
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Dr, 


I    Aniniinl  \ 
\l><|H>iiUeil./ 


Bank. 


I    Amniiiit    \ 
\  Wllhilruwii.  / 


Ct 


ISSG 
Sept. 


To  Cnsk 


50 
iiOO 


1.  What  (Iocs  the  Dr.  side  shew? 

2.  What  (lie  Cr? 

3.  How  iniicli  in  deposited  ? 

4.  Whether  does  this  nhow  a  Ucsourco  or  a  Liahil- 
it.yV    KxplKJii. 


5.  In  what  way  do  biiNinesn  jiicii  pay   tlielr  debts 

witli  money  dei>ositeil  ? 
0.  How  does  this  aecouiit   resemble   a   I'crsoiiu! 

Aocouiit? 


(My  AcTDiiut  \ 
AKIilllMt  llllll  / 


John  Smith. 


(\' 


IIIk  A<'i;<>iint\ 
Ijaiiiiit  Me.  / 


i,v.sv; 

Sept. 


To  Stock 


1.  Why  was  this  aooount  closed  on  Sept.  Sth  ? 

2.  What  does  the  Dr.  side  of  every  Personal  Ac- 

count shew? 


Am; 

Sept. 


S 


liji  Sundries  , 


3.  E.xplain  the  entry  made  on  Sept.  Ist. 


My  Acriinnt  \ 
.Agiiliist  Mini./ 


Jx.  Fuller  ton. 


/IIIh  Account  \ 
\  A((nliist  Me.  ' 


/  My  Account  \ 
vApilnxt  liiiii./ 


J.  Face. 


/Ills  AccoiilitN 
\  Aicainnt  McJ 


% 


issd 
Sept. 

/ 

ToMdse    

335 
335 

— 

ISSG 
Sept. 

Ji 

By  Bills  Jiec 

335 

335 

1.  Exp 

2.  Wlu 

3.  Wh( 

lair 
.'h  i 
m  c 

1  the  closing  entrj'. 

9  a  Personal  Account  del 

redited? 

)lte( 

i? 

4.  Is  it  necessary  to  take  this  account  into  consid- 
eration when  testing  the  equilibrium  of  the 
Ledger?    Why? 

(  Outlay. ) 


Expense. 


(  Proceeds. ) 


ISSG 


Sept. 


9 
11 

22 
2S 


To  Cash 


10 
1 

10 
1 


20 


1.  What  kind  of  outlay  conies  under  this  heading? 

2.  Here  the  debitside  amounts  to  S22.20.  Whether 

would  this  be  entered  in  a  Statement  of  Gains 
and  Losses  or  in  one  of  Resources  and  Liabil- 
ities?   E.xplain . 


3.  Which  side  of  this  account  is  likely  to  be  the 

greater? 

4.  How  does  this  account  affect  the  Stock  Ac- 

count? 


BuoKKKIiFINU. 


S3 


mil    \ 

•liWII.  / 


Ct 


eii  pay  their  dt'lilg 
Heiuble  a  I'enoim! 


"tii\ 

He  J 


40 


40 


iept.  l8t. 
iitv 

le.l 


50 
100 


3count 


') 

1 

335 

335 

1 

luntinto  consid- 
lilibrium  of  the 


TRIAL    BALANCE. 

Whenever  the  posting  is  complete,  the  jiupil  should  test  its  eorroctne.ss 
by  taking  ofT  a  Triiil  Jiuliince,  Ah  eveiy  tlehit  iiiis  its  corresponding 
credit,  the  sum  of  thi*  debits  jn\ist  be  e»|uul  to  that  of  th(!  credits  ;  or,  in 
other  words,  the  Ledgei-  Juust  be  in  (MjuiHbrium.  If  such  is  not  the  ease 
one  eri'or  at  least  has  (trei)t  in,  and  it  must  be  diseov»M'e<l  before  any  furtluM' 
progress  is  made.  'V\w  Student  will  connnenco  with  the  flrsiit  acct.  in  the 
Le(lger.  Tin  will  find  the  J)r  total  (if  any),  entei'ing  it  in  pencil,  as  it  in 
to  bo  (M'ased  aftci'wards.  JI(f  will  then  add  the  Cr.  sidc^  and  enter  it  as 
before.  All  the  open  accts.,  in  the  Ledger,  are  to  be  ti-isatcMl  in  a  similar 
mamier  This  Ix'ing  done,  the  results  will  be  arrangt^l  as  shown  by  the 
form  given  below.  Tf  the  amounts  of  the  ])r.  and  Cr.  columns  are  the 
same,  the  Ledger  is,  of  course,  in  balance.  l>y  adding  to  these  the  totals 
of  the  closed  accts.,  an  addition;d  test  is  furnisluMl ;  as  the  results  should 
correspond  to  the  totals  of  the  J)ay  JJook  and  Jijui-nal. 

Wiieii  th(5  Trial  Balance  is  satisfactory,  it  is  assumed  that  the  work  is 
correct. 

Trial  Balanca.—Set  1. 


30 

30 

.n 

31 
31 
32 
32 
33 


ACCorNTS. 


stock  

Cash 

MiUe 

7i///,v  li<'i:  . .  . 
Bills  Pail . . . 

liaiik 

li.  Fnl/crton 
Expense  ... 


Proof  of  EqnUihrium  ■  .  . 
Amount  of  Closed  Accts. 


Total 4,212 


PR 

• 

1,002 

1,407 

310 

250 

20 

20 
40 

40 

3,777 
/f35 

4,212 

1 

CR 

1,300 

837 

1,403 

20 
20 

27 

150 

3,777 
435 

40 

4,212 

40 

eiy  to  be  the 
;he  Stock  Ao- 


In  business  the  books  are  usually  balanced  once  a  month  and  the  Ti'ial 
Balances  are  properly  filed.  The  best  method  is  to  keep  a  Trial  Balance 
Book,  which  i.s  ruled  so  as  to  have  a  set  of  columns  for  each  month  of  the 
year 

DETECTINa    ERRORS. 

Many  loiles  have  been  given  for  detecting  errors  in  the  Trial  Balance, 
but  only  a  few  of  these  are  found  to  be  of  any  practical  value. 
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The  following  direotioiisi  luay  prove  helpful : 

(1.)  Make  sure  that  the  columns  of  the  Trial  Balance  are  properly 
added. 

(2.)  Test  the  footings  of  the  accounts  in  the  Ledger. 

'  •  (3.)  Find   out  whether  the   footings   are    transferred   correctly  to  the 
Balance  Sheet  or  not. 

(4.)  Add  the  columns  of  the  Journal  to  see  if  it  balances.   •  ■• 

(a.)  Examine  each  Journal  entry  by  itself,  and  also  the  posting  of  it, 
checking  in  both  the  Journal  and  the  Ledger.  Place  the  check  mark  (y) 
opposite  each  amount. 

(6.)  Look  through  the  Ledger  for  unchecked  entries,  and  when  one  is 
found  search  for  the  c^use  of  its  appearance. 

In  most  cases  it  will  not  be  necessary  to  resort  to  all  these;  but  until 
the  error  is  found  the  foregoing  should  be  applied  in  the  order  in  which 
they  are  given. 

CORRECTING   ERRORS. 

Day  Book.  No  erasing  is  allowable  in  a  book  of  original  entry.  If  the 
amount  is  wrong  rule  a  light  red  line  through  it,  and  then  enter  the 
correct  amount  over  that  which  has  been  cancelled.  But  if  the  entry  is 
altogether  astray,  and  if  it  has  gone  no  further  than  the  Day  Book,  mark 
it  '*  void,  corrected  page — ,"  and  make  a  new  entry  on  the  page  mentioned, 
there  referring  to  the  one  on  which  it  first  appeared.  It  may  be  necessary 
to  make  explanatory  entries.  These  will  be  discussed  hereafter.  What- 
ever the  cf)rrection  made,  it  must  not  in  any  way  render  illegible  the 
original  entry. 

Journal.  When  the  Journal  is  not  the  book  into  which  the  transactions 
are  entered  as  they  occur,  an  occasional  erasure  of  a  word  or  figure  does 
not  seem  very  objectionable ;  but,  if  an  entry  is  altogether  wrong,  it 
should  be  marked  "  void,"  the  proper  references  being  given.  Cross 
entries  are  sometimes  employed  to  correct  errors  in  the  Journal. 

Ledger.  If  the  wrong  amount  is  given,  correct  it;  but  if  the  entry  is 
made  to  the  wrong  account  make  ciphers  of  the  figures  expressing  the 
amount  and  post  correctly.  When  two  accounts  having  the  same  heading 
are  opened,  as  is  almost  sure  to  be  the  case  if  the  indexing  is  not  properly 
attended  to,  close  one  of  them  into  the  other  and  give  the  proper  reference. 
If  the  same  amount  should  be  twice  entered,  the  best  way  of  correcting  it 
is  to  make  in  the  second  entry  ciphers  of  the  figures  in  the  money  column. 
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The  student  will   make  out  the  following   statements  from  his  own 
Books : 

/.  Statement  of  Losses  and  Gains.— Set  J. 


ACCOUNTS. 

Cr.- 

i  i 

Dr. 
Dr. 

-Proceeds $1,403  20 

Unsold ISO  30 

LOSSES. 

GAINS. 

Merchnndise 

22 
154 

176 

20 

,V) 

50 

17  G 

-  "^  - 

—Cost 1,407  00 

Gain 

50 

Exnpnse 

— Outlay,  Loss 

IHtJ'eretice  ot  Wt'f  (In in 

50 

~*~  - 

j)y  Resources  or  Assets  we  mean  all  values  either  in  our  possession  or 
owing  to  us  by  others,  which  are  applicable  to  the  payment  of  debt:  by 
Liabilities  we  mean  all  values  which  we  owe  to  others. 

//.  Statement  of  Resources  and  Liabilities.— Set  I. 


ACCOUNTS. 


Ca.sh 


Bi'ls  Jh'c... 
Bills  Paijahle 

lia  nk 

R.  Fullerton . 


Merchandise , 


Dr.— Amount  reed '$1,002  00 

Cr.  "        paid  out    837  20 


Ral.  on  hand 

Dr. — Others'  notes  rec'd 

Cr.  — My  note.'i  issued 

Dr. — A^nount  deposited  

Dr. — My  account  against  him  ....  $:J20  00 
Cr. — His  account  against  me 150  00 


Bal.  due  me 

Amount  unsold,  valued  at 


IJiJ' /c/ttc  ur  J'iX.-<ciU  Set    ll'o/7^. 


Proof. 


Net  Investment 
"    Oain 


1,300  00 
154  30 


Present  Net  Worth $1,51/^  30 


RESOURCE.S. 


224 
816 

250 


70 
180 


1,541 


SI) 
20 


LIABILrnES. 


30 


so 


1,541 


30 


ill     l!  F 

'  fit   'r 


I 
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THE   TWO  CLASSES   OF   AOCOUNTS. 


The  pupil,  who  has  endeavored  faithfully  to  answer  the  questions  given 
in  connection  with  the  accounts  in  the  Ledger  of  Set  I,  must  have  seen 
that  two  sets  of  results  can  be  obtained  from  it.  The  Dr.  total  of  the 
Cash  Account  is  $1,062,  which  means  simply  that  that  amount  of  Cash 
was  received  during  the  term  of  business.  The  Cr.  side  shows  that  $837.20 
was  pai  I  02it  in  the  time  mentioned.  The  difference  between  the  amount 
received  and  the  amount  paid  out  obviously  represents  the  cash  on  hand., 
which,  in  this  particular  case,  is  $224.80.  Is  thi^  a  Resource  or,  in  other 
words,  is  it  something  owned  by  the  dealer,  to  which  a  financial  value  is 
attached?  A  moment's  reflection  will  make  clear  that  when  a  difference 
exists,  the  Dr.  side  of  the  Cash  Acct.  must  be  the  greater,  consequently, 
when  it  does  not  close  itself,  it  must  shew,  what  in  business  language  is 
termed,  an  Asset  or  J\'esource. 

Again,  consider  R.  FuUerton's  Acct.  The  Dr.  total  is  $220,  that  is, 
our  account  against  him  amounts  to  that  sum.  But  his  acct.  against  us 
amounts  to  $150,  therefore  there  is  a  Ijalance  of  $70  in  our  favor.  From 
a  financial  point  of  view  this  is  looked  upon  as  property  which  belongs  to 
us,  hence  it  is  an  Asset  or  liesoKTce.  If  the  Cr.  side  had  been  the  greater 
the  balance  would  have  been  in  his  favor  and  for  that  reason  would  have 
been  to  us  a  Liability.  Hence  a  Personal  Acct.  shews  either  a  Resource 
or  a  Liability. 

Take  now  the  Mdse.  Acct.  The  Dr.  side  represents  the  cost  of  the 
goods,  and  the  Cr.  side  the  proceeds.  If  the  property  is  all  sold  the 
difference  between  them  must  evidently  shew  the  gain  or  loss.  If  the  Dr. 
side  is  the  greater  the  difference  is  a  loss,  but  if  the  Cr.  is  the  grea,ter  the 
difference  is  a  yaivi.  If  a  part  of  the  goods  remains  unsold,  the  account 
must  be  credited  with  its  value.*  After  this  is  done  the  difference  be- 
tween the  sides  will  be  the  gain  or  loss  on  the  merchandise  handled.  The 
property  unsold  should  manifestly  be  considered  a  Resource.  We  come  to 
the  conclusion  then  that  when  the  Mdse.  Acct.  does  not  close  itself  it 
exhibits  a  Uain  or  a  Loss. 

If  this  is  true  of  the  Mdse.  Acct.  it  holds  good  for  the  very  same 
reasons  in  the  case  of  all  Property  Accts. 

The  Expense  Acct.  evidently  shews  a  Loss',  but  it  is  unnecessary  to 
multiply  examples,  as  the  foregoing  are  quite  sufficient  to  establish  the 
fact  that  accounts  may  he  divided  Into  two  classes,  viz.: 

(1)  RESOURCE  AND  LIABILITY   ACCOUNTS. 

(2)  LOSS  AND  GAIN  ACCOUNTS. 


•  Suppose  that  a  dealer  has  lougrht  500  bush,  of  wheat  at  ill,  and  that  lie  has  sold  200  bush,  at 
$1.10.  It  is  obvious  that  he  has  trained  10(\  ))er  bush,  on  the  amount  sold,  or  $20  in  ail.  Now  on  the 
i)r.  side  of  the  Mdse.  Aoot,  there  will  apjjfar  i^fiOO,  while  on  the  Cr.  there  will  be  only  8220 ;  therefore, 
to  make  the  account  shew  the  gain,  the  value  of  the  300  bush,  unsold  nuist  be  placed  on  the  Cr.  side. 
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CLASSIFICATION  OF  THE  ACCOUNTS  OF  SET  I. 

(  Cash 
Bank 

Bills  Receivable 
Bills  Prnjahle 
John  Smith 
R.  Fntlnrton 
J.  P<tije 

\.  (Stork) 


Resource  and  Liability  Accounts 


K)  bush,  at 
o\v  on  the 
therefore, 
Jr.  side. 


Loss  and  Gain  Accounts... f  Merchandise 

y  hxpense 

It  will  be  oljserved  that  this  classification  is  based  on  the  relation  of  the 
various  accounts  to  the  financial  posititm  of  the  proj)riet()r.  For  that  rea- 
son the  Stock  Acct.,  which  shows  the  proprietor's  standing  absolutely,  not 
relatively,  cannot  strictly  be  regarded  as  belonging  to  either  class.  It  is 
here  taken  with  the  ]lesource  and  Liability  Accts.,  because  it  closes  in  the 
same  manner  as  the  others  of  that  class. 

CLOSING  THE  LEDGER. 

• 

In  business  it  is  customary,  at  least  once  a  year,  to  make  an  estimate 
of  the  value  of  the  goods  on  hand,  and  to  close  such  accounts  as  shew 
losses  and  gains.  The  object  of  doing  this  is  to  find  Stock's  Net  worth, 
which  is  done  by  carrying  the  net  gain  or  net  loss,  as  the  case  may  be,  to 
the  Stock  Account. 

The  accounts  shewing  resources  and  liabilities  may  also  be  closed  when 
it  is  desirable  to  do  so,  and  the  balances  may  be  brought  down  at  once  or 
transferred  to  an  account  which  may  be  cipened  in  the  Ledger  for  the 
purpose  of  receiving  them. 

GENERAL   DIRECTIONS   FOR   CLOSING. 

(1.)  If  not  already  done,  test  the  equilibrium  of  the  Ledger  by  taking 
off  a  Ti'ial  Balance,  as  described. 

(2.)  Open  a  Loss  and  Gain  Account,  if  not  already  opened,  into  which 
to  close  every  account  that  shows  by  the  difference  between  its  sides  either 
a  loss  or  a  gain. 

(3.)  Open  a  Balance  Account  into  which  to  close  tlie  lemaining  accounts 
in  the  Ledger,     This  account  will  receive  all  the  Inventories. 

(4.)  If  an  account  has  an  Inventory  representing  a  Resource  enter  its 
amount  on  the  Cr.  side  of  the  account  in  red  ink  "iiy  Jial.  Jnventori/" 
transferring  it  at  once  to  the  Dr.  side  of  the  P»alance  Account.  ]}ut  if  the 
Inventory  should  represent  a  Liability  its  amount  must  be  entered  in  red 
ink  on  the  Dr.  side  of  the  account  to  which  it  belongs,  "  7o  Bal.  Inven- 
tory" and  then  be  transferred  to  the  Cr.  side  of  the  Balance  Account. 
The  heading  of  the  account  having  the  Inventory  will  be  used  in  the  Bal- 
ance  Account  as  ''To"  or  '' J{;/  Mdsc,"  "'/'/' ur  " /iy  I'eal  Estate,'' kc, 
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and  the  entry  will  be  in  black  ink.  This  being  done  in  the  case  of  all 
the  accounts  having  Inventories,  the  Ledger  is  in  a  proper  condition  for 
closing.  .     • 

(5.)  Omitting  the  Stock  Account,  examine  the  next  in  order,  so  as  to 
determine  whether  it  shews  a  resource,  a  liability/,  a  loss  or  a  gain,  by  the 
difference  between  its  sides.  If  a  resource  or  a  liability,  is  shewn  enter 
the  difference  on  the  smaller  side  in  red  ink  "  7'o  "  or  *^By  Balance,"  as  the 
case  may  be,  carrying  the  amount  at  once  to  the  opposite  side  of  the  Bal 
ance  Account,  and  using  for  explanation  the  heading  of  the  account  just 
closed.  If  a  loss  or  gain  is  shewn  enter  the  amount  in  red  ink  on  the 
smaller  side  "  7'o"  or  "  Bi/  Loss  ami  Gain,"  as  the  case  may  be,  and  trans- 
fer to  the  opposite  side  of  Loss  and  Gain  Account,  using  for  explanation 
the  heading  of  the  account  just  closed,  as  "-/^.y"  or  "  7'o  Mdse.,"  "  By"  or 
"  2'o  Expense."  Proceed  as  described  until  all  the  accounts  in  the  Ledger 
are  closed,  except  Stock,  Loss  and  Gain,  and  Balance. 

(6.)  Take  a  Second  Trial  Balance  to  see  if  the  three  accounts  now  open 
t.re  in  equilibrium.    , 

(7)  Close  Loss  and  Gain  into  Stock  by  making  in  rod  ink,  on  the 
mailer  side,  the  entry  "  To  "  or  "  Bt/  Stock."  Carry  the  Net  Gain  or  Loss 
thus  found  in  the  Stock  Account  and  make  the  entry  in  black  ink  on  the 
Cr.  side,  if  it  is  a  gain,  but  on  the  Dr.  side  if  a  loss.  In  a  partnership 
business  the  net  gain  or  loss  will  be  divided  according  to  the  terms  of  con- 
tract, and  entered  into  the  partners'  accounts  as  into  Stock  Accouiit. 

(8.)  Close  Stock  (or  the  partners'  accounts)  into  Balance ,  v/'hich  ought 
to  close  itself. 
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NoTB. — The  student  will  notice  that  the  closing  entry  of  the  Loss  ami  Gain  Acct.  always  shews  the 
Net  Losn  or  Net  Gain ;  and,  also,  that  the  closing  entry  of  the  Stock  Acct.  always  shews  the  Net  In- 
solvency or  Net  Wfirth.  He  will  observe,  too,  that  all  the  Jienources  appear  on  the  Dr.  aide  of  the 
Balance  Acct.,  and  all  the  Liabilities  on  the  Or.  side. 

EXERCISE    11. 

1.  Invested  in  business,  cash  $150;  goods  in  store,  $100. 

2.  Bought  for  cash  12  bush.  Wheat  at  $1.10. 

3.  Sold  Jolin  Smith,  on  account,  2  bbls  Apples  at  $1.20. 

4.  Paid  clerk's  salary,  $10. 

5.  Received  from  John  Smith  $1.50,  on  account. 

6.  Deposited  in  Bank  $30. 

7.  Bought,  on  my  note  at  60  days,  200  lbs.  Sugar  at  7c. 

8.  Sold  James  Jones,  on  his  note,  10  bush.  Wheat  at  $1. 

9.  Paid  for  Coal  for  fuel,  $2. 

10.  Bought  of  John  Smith,  on  account,  100  lbs.  Pork  at  5c. 

11.  Withdrew  $20  from  Bank. 

12.  Paid  rent,  $5.     Goods  unsold  worth  $130. 

(a)  Make  in  proper  form  the  Day  Book  entries. 
(h)  Transfer  to  the  proper  accounts  in  the  Ledger. 

(c)  Make  out  the  statements  and  close  the  Ledger. 

(d)  What  are  the  different  ways  of  finding  the  Net  Worth  ? 

EXERCISE   III. 

1,  1886. — Invested  in  business  cash  $400 ;  150  lbs.  tea  at  45c. 

2.  Sold  Henry  Brown,  on  account,  20  lbs.  tea  at  50c. 

4.  Bought  12  bbls.  Apples  from  L.  McKay  at  $1.10.     Gave  in  pay- 
ment mv  note  at  30  days. 

5.  Deposited  in  Bank  $300. 
8.  Sold  M.  Nagle  3  bbls.  apples  at  $1.20,  on  account. 

"  11.  Sold  James  Ross,  for  his  note  at  3  months,  8  bbls.  apples  at  $1.20. 
«  12.  Sold  D.  McCown  1  bbl.  apples  at  $1.20,  and  50  lbs.  tea  at  50c. 
"  13.  Sold  remainder  of  goods  on  hand  for  $40  cash. 

(a)  Make  the  Day  Book  entries. 

(b)  Post  directly  from  the  Day  Book. 
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f      (c)  What  appears  on  the  Dr.  side  of  Mdse.  ?     What  on  the  Cr.  ?     What 

I  does  the  difference  shew  1 

:i      (d)  What  does  the  difference  between  the  sides  of  the  Bank  Account 

II  shew  ?     The  Cash  Account  ?     Henry  Brown's  account  1 

RECORD   OF   TRANSACTIONS.-SET    II. 

Oct,    1,   1886. — (^*".''''"*'*.^.".!"'')   commenced  business,  investing   as   follows; 

Cash,  .f2,.500  ;  John  Morrison  owes  on  acct.,  $40;  Jas.  Jon«8 

holds  a  ]U)te  against  me  for  $60. 
"     2.  Bought  of  J.  J^oss  on  acct.,  4  bbls,  Sugar,  1,000  lbs.  net.,  at  10c. 
"     4.  Deposited  in  Bank  $500. 
"     5.  Sold  David  McNaughton,  2  bbls.  Sugar,  500  lbs.  net.,  at  lie. 

Received  in  payment  an  order  on  Thomas  Brown. 
"     6.  Bought  of  L.  Porteous  for  cash,  10  chests  Y.  H.  Tea,  600  lbs., 

at  70c. 
"     7.  Bought  on  njy  note  at  60  days,  from  L.  Mason,  2  hhds.  Molasses, 

126  gals.,  at  75c. 
"     9.  Sold  R.  Fullerton,  on  his  note  at  30  days,  4  chests  Y.  H.  Tea, 

240  lbs.,  at  75c. 
"  12.  f*"'^':"!:"..^.'".'.'.'^)  withdrew  Cash  for  private  use  $100. 
"  14.  Sold  John  Robinson  30  gals.  Molasses  at  80c. ;  300  lbs.  Sugar  at 

lie.     Received  in  payment  his  note  at  10  days  for  $40,  an 

order  on  James  Jones  for  $10,  and  cash  for  balance. 
«  15.  Paid  Cash  for  Office  Furniture,  $30. 
*'  16.  Paid  my  note  favor  James  Jones  with  cash,  $60. 
"  18.  Withdrew  from  the  Bank  $200. 
**  19.  Received  from  John  Morrison  on  acct.  cash,  $30. 
''  21.  Prepaid  my  note  favor  of  L.  Mason.      Face,  $94.50  ;  flit5COunt 

allowed,    $2.50.     Paid   balance   in   casli,     [Discount   is    here 

allowed  in   my  favor,   therefore   I    must  give  credit   to   the 

Interest  and  Discount  Account  for  $2.50.     As  Interest  and 

Discount  are  in  efffect  the  same,  only  one  account  is  commonly 

kept  for  both.] 
"  25.  Received  from  Thomas  Brown  cash  on  account  $40. 
"  28.  Sold  D.  Cameron,  on  his  note  at  10  days,  50  gals.  Molasses  at 

80c. 
"  29.  John  Robinson  paid  his  note,  received  14th  inst.,  with  cash,  $ — 
*^  Paid  one  month's  rent,  $40. 

Inventories,  Oct.  30th. 

Mdse.— 200  lbs.  Sugar  at  10c .$  20  00 

360  lbs.  Tea  at  70c 252  00 

46  gals.  Molasses  at  75c 34  50 

Total 1306  50 

Set  IT.  is  to  be  worked  out  according  to  the  instructions  given  for  Set  I. 


I 


\l 


n 


44 


BOOK-KKKPlXa. 


Allow  5  lines  for  the  Mdse.  Acct.,  8  for  the  Cash  Acct.,  4  for  the  Billa 
Rec.  Acct.,  and  3  for  each  of  the  others.  The  following  statement  is  to 
be  made  and  the  Ledger  closed  as  in  Set  I. 

ComMned  Statement—Set  II. 


Accounts  'n  Lkdokh. 


Stork 

Vaxh 

Merchamlinr 

Bilfs  Rfcciimhle 

liills  Paijahle  (closed)  
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CHAPTEE   III. 


BUSINESS  FORMS. 

In  this  chapter  a  nunihor  of  business  forms  of  a  simple  character  are 
given.  The  pupil  will  recjuire  to  become  familiar  with  these,  as  it  is 
necessary  for  a  person  keeping  a  set  of  books  to  be  able  to  write  oft-hand 
?jny  invoices,  bills,  notes,  etc.,  that  may  be  required  in  connection  with 
transactions.  Besides  this,  the  study  of  business  forms  gives  the  pupil 
more  definite  ideas  of  the  real  nature  of  many  of  the  tx-ansactions  them- 
selves  than  could  otherwise  be  attained. 

BILLS   AND   ACCOUNTS. 

A  Bill  is  a  detailed  statement  given  by  the  seller  to  the  buyer  shewing 
the  quantity,  quality  and  price  of  goods  sold  or  services  rendered.  The 
date  of  the  transaction  and  the  names  of  the  buyer  and  seller  must  also 
appear  on  it. 
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A  bill  \»  receipted  when  the  words  "Received  Payment,"  or  other  words  to  the  tame  effect,  art 
written  at  the  bottom  of  it  followed  by  the  sitfiiuture  of  the  creditor. 

When  (foods  are  boutfht  oh  uccmint  a  bill  of  them  should  always  be  tul(un. 

EXERCISE    I. 

Sept.  13,  1886.  The  Central  Store,  Port  Elgin.  J.  K.  Diinont  buys 
of  H.  Muir  tk  Co.,  on  account,  20  yds.  of  Factory  Cotton  at  lie.;  12  yds. 
Cashmere  at  $1.10;  30  yds.  Scotch  Tvveetl  at  $r.20;  25  lbs.  Sugar  at  9e. ; 
10  lbs.  Black  Tea  at  75c.;  9  lbs.  Japan  Tea  at  60c.;  7  lbs.  Java  Coffee  at 
40c. 

(rt)  Make  out  the  bill  on  the  last  day  of  Sept. 

(6)  Keceipt  it  in  full  on  Oct.  1 

Port  Mdin,  Sept.  SO,  1886. 
Mr.  J.  K.  LAMOMT, 

Bought  of  H.  MUIR  ^  CO. 
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EXERCISE    II. 

Oct.  14,  1886.  The  Dry  (xoods  Palace,  Kincardine,  Ont.  Peter  Cam- 
eron buys  of  McGillivray  &  Kennedy,  on  account,  20  yds.  Print  at  8^c. ; 
40  yds.  Muslin  at  13c.;  25  yds.  Plannel  at  32c.;  4  Silk  Ties  at  50c.;  2 
doz.  Hankerchiefs  at  14c.  each;  2^  yds.  Tweed  at  85c. 

Oct.  18,  1886.  Peter  Cameron  buys  of  McGillivray  &  Kennedy  13  yds. 
Kibbon,  at  25c. ;  3^  yds.  Silk  Velvet'at  S3. 

Oct.  23.     Peter  Cameron  pays  cash  $10. 

(a)  Make  out  and  render  the  bill  at  the  end  of  the  month. 

(b)  Render  a  statement  of  this  on  the  last  day  of  November. 

[When  a  bill  has  been  rendered,  but  not  settled  at  the  proper  time,  it  is  not  customary  to  give  the 
items  as^ain  unless  they  are  demanded.  It  is  considered  sutticient  to  refer  to  the  itemized  bill  by  using 
the  words,  "To  account  rendered,"  or  " To  Bal.  of  old  account."  The  latter  is  used  if  a  part  has  been 
paid.] 


*  This  bill  is  receipted  by  a  clerk  having  authority  to  attach  the  signature  of  H.  Muir  &  Co.  to  such 
papers.    The  letters  "  L.  N."  are  his  initials. 
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EXERCISE    III. 

Oct.  4,  1886.  The  City  Book  Store,  Winnipeg,  Mnn.  S.  H.  McMahoii 
buys  of  Alex.  M.  Calder,  on  account,  2  Higli  School  Algebra  at  75c. ;  .'i 
Mason's  Grammar  at  90c,  ;  2  Campbell's  Ciciogiaphy  at  75c. j  1  Smith's 
Conic  Sections  at  $2.60  ;  2  Gage's  Physics  at  $1.50. 

Oct.  11,  1886.  S.  H.  McMahon  buys  of  Alex.  M.  Calder  2  Hallam's 
Constitutional  History  of  England  at  $1.75. 

.  Oct.  26.     S.  II.  McMahon  pays,  on  account,  cash  $5. 

Dec.  6.     S.  H.  McMahon  pays  cash  iu  full  of  account. 

(a)  Render  the  bill  Oct.  30. 

(6)  Render  a  statement  Nov.  30. 

(c)  Receipt  the  statement  Dec.  6. 

INVOICES. 

An  Invoice  is  a  detailed  description  of  goods  shipped  or  delivered, 
shewing  the  marks,  quantities,  and  values  of  all  packages,  &c.  An  invoice 
is  sent  by  the  seller  to  the  buyer,  and  it  sliould  have  in  it  the  names  of 
these  parties,  as  well  as  the  date  and  place  of  sale. 

When  jfowls  are  shipped  to  another  country  a  certified  Invoice  should  be  sent,  as  such  will  be 
required  by  the  collector  of  customs. 

Montreal,  Jan.  1, 1887, 
Messrs-  SMITH  ,f  CO., 

Barrie,  Out. 

Bought  of  MURRA  Y  S'  FISHER, 

Importers  and  Wholesale  Dealers  in  Groceries. 
Forwarded  by  G.  T.  11.  Terms— Note  at  4  nio?. 
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RECEIPTS. 

A  Receipt  is  a  written  acknowledgment  of  having  received  money  or 
other  value. 

When  a  person  pays  value  which  lias  been  charofid  he  should  take  a  receipt  for  it. 
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(^Receipt  in  Full  of  Account.) 
$16.  Toronto,  July  1,  1886. 

Received  from  N.  D.  McKinnon  Fifteen  Dollars  in  full  of  account. 

H  A.  LAN(JDON. 

(^Receipt  far  Puyment  on  Account.) 

^16.  ToiwNTo,  July  1,  1886. 

Received  from  N.  D.  McKinnon  Fifteen  Dollars  on  account. 

H.  A.  LANGDON. 

{Receipt  for  Rent.) 
$150,  Toronto,  July  1,  1886. 

Received  from  L.  Mason,  One  Hundred  and  Fifty  Dollars  in  payment 
for  rent  of  Stores  Nos.  220  and  222  Yongo  St.,  for  cjuarter  ending  June 

30,  1886. 

W.  WEST  &  CO. 

(Agent^s  Receipt.) 
$10.  OsiiAWA,  May  29,  1886. 

Received  from  James  Jones,  Ten  Dollars  in  full  of  his  account  with 
Hugh  Black. 

JACOB  R.  ptJSSELL. 

Aijent. 
{Receipt  for  Interest  Due.) 

$70.    '  Clinton,  July  1,  1886. 

Received  from  B.  Keillor  Seventy  Dolhirs  in  full  foi'  one  year's  interest, 
due  this  day  on  his  mortgage  to  me,  date'  February  4th,  1880,  for  Seven 
Hundred  Dollars. 

WILLIAM  MILLS. 

{Indorsement  on  Note.) 

$30.  Pkmuroke,  Oct.  1,  1886. 

Received  on  account  of  the  within  note  Thirty  Dollars. 

C.  W.  MILNE. 
{Receijit  for  Borrowed  Money.) 

$300.  Southampton,  May  1,  1886. 

Received  from  C.  A.  Leeds  Three  Hundred  Dollars,  which  I  promise  to 
pay  on  demand  with  interest  from  date. 

B.  M.  SINCLAIR. 
{Receipt  for  Note.) 

WO.  Southampton,  May  10  1886. 

Received  from  L.  M.  Cassidy  his  note  of  this  date  at  sixty  days  for 
Three  Hundred  Dollars  in  full  of  account  to  the  30th  ult. 

D.  McGILLIVRAY. 


4d  BOOK-liEKPINQ. 

DUE    BILL. 
A  Due  Bill  is  a  written  acknowleclgemeiit  of  a  debt. 

(  Xun-neyotiable. ) 
1100.  OsiiAWA,  Dec.  10,  1886. 

Due  John  S.  Pace,  on  demand,  One  Hundred  Dollars  in  goods  from 
store. 

H.  A.  TAYLOR. 
Negotiable  by  Indorsement. 

$100.  OsiiAWA,  Dec.  10,  188G. 

Due  John  S.  Pace,  or  order,  on  demand.  One  Hundred  Dollars. 

H.  A.  TAYLOR. 

The  Due  l?ill  jjriveii  iilxne  is  said  to  )ie  iie<j()tialile  Ijccausc  J.  S.  Viwv  can  transfer  it  to  a  third  party 
after  writing'  his  iianu'  on  the  l)aol<  of  it.  Holli  I'aee  ami  Taylor  will  he  held  respoiisihl-,  (or  ](aynieiit  of 
it.  lly  Negotiable  Paper  we  mean  all  notes,  due  hills,  drafts,  &e.,  whieh  ean  he  kjfally  transferred 
ns  value  from  one  to  another,  the  holder  having'  the  right  to  sue  for  payment  at  the  Cinie  of  inaturit\  in 
his  own  name. 

{An  I.  0.  U.) 

$100.  OsHAWA,  Dec.  10,  1880. 

I.  O.  U.  One  Hundred  Dollars. 

H.  A.  TAYLOR. 

An  I.  O.  U.  is  not  nejrotiable. 

CREDIT    NOTES. 

A  Credit  Note  is  an  acknowledgment  of  the  return  of  goods  or  of  nw 
error  in  an  Invoice.  \n  form  it  is  the  same  as  an  Invoice,  with  the 
exception  that  the  words  "  Credited  by  "  must  be  used  instead  of  "  Bought 
of." . 

I  ,       ORDERS. 

An  Order  is  a  written  rai[W8Ht  for  the  payment  of  money  or  the  delivery 
of  goods,  on  account  of  the  person  whose  signature  is  attached  to  it. 

{Non-negotlahle  Order.) 

$140.  Grimsby,  June  25,  1886. 

Messrs.  Carey  cfe  Co.  please  pay  James  Hutcheson  One  Hundred  and 
Forty  Dollars  and  charge  to  the  account  of 

MOLLOY  &  WILSON. 

Negotiable  bi/  Indorsement. 

$100.  St.  Catharines,  May  1,  1886. 

Messrs.  Tait  tfe  Co.  please  pay  W.  Lamb,  or  order.  One  Hundred  Dollars 
and  charge  to  my  account. 

H.  P.  McLAREN 

If  W.  Lanib  wishes  to  transfer  the  order  given  above  to  another  person  he  must  sign  his  name  acroaa 
the  back  of  it.     When  he  does  this  he  is  said  to  indorse  it. 


l|llilWirii*>ii 
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{^Negotiable  vnthout  IndorsemerU.)  ' 

Montreal,  Oct.  1,  1886. 
Messrs.  McKay  &  Co. 

Gentlemen, — Ple<ase  deliver  to  H.  A.  Cojin,  or  bearer,  gowls  from  your 
store  to  the  value  of  One  Hundred  Dollars  and  charj^'o  to  my  account. 
$100.  J.  W.  RANKIN. 

EXERCISE  IV. 

November  1,  1886.  P.ought  of  ]T.  Muir  .t  Co.  120  yds.  Tweed  at  00a 
Gave  in  payment  an  order  on  Thomas  Craig  for  $100,  and  cash  for  balance. 

Novembei-  2.  Hold  S.  Kennedy  27  yds.  Cai-pet  at  60c.;  l.'J  yds.  ]jroad- 
cloth  at  $4.20 ;  5  yds.  Farmer's  Satin  at  550.  Ileceived  in  payment  an 
order  for  $10,  di-awn  by  S.  II.  Tate  on  V.  Bruce,  indorsed  by  8.  Kennedy, 
and  cash  for  balance. 

November  4.  Returned  goods  valued  at  $25  to  A.  Allen,  and  received 
a  due  bill  for  that  amount  in  goods. 

(a)  Write  the  order  on  Thomas  Craig. 

(/>)  "Write  the  order  received  from  S.  Kenn(Hly  and  indorse  it  properly. 

(c)  Write  the  due  bill  received  from  A.  Allen. 

PROMISSORY   NOTES. 

A  Promissory  Note  is  a  written  promise,  signcnl  by  the  person  making 
it,  but  not  sealed,  to  pay  unconditionally  a  certain  sum  of  money  at  !\ 
specified  time. 

The  person  who  promises  to  pay  is  called  the  maker,  and  the  person  in  whose  favor  the  i)roniiee  if 
made  is  called  the  payee. 

liequisiten  of  a  Note. 

(a)  There  must  be  a,promim  in  rcn'tinff. 

(J))  The  promise  nmst  be  for  tlie  jjayment  of  money. 

(c)  The  sum  of  money  must  be  upecifitul. 

(d)  The  sum  specified  must  1  e  payable  unconditionally/. 

(e)  The  time  specified  for  payment  must  be  sure  to  arrive.  [If  no  time  for  payment  is  expressed  it 
will  be  payable  on  demand.] 

(/)  There  must  be  a  valuable  consideration  to  support  it. 

(<;)  It  must  be  made  by  a  person  capable  of  becomintj  legally  accountable  for  the  payment  of  it  at 
maturity. 


{Non-Negotiahle.) 


•Clinton,  April  10,  1886. 
$400. 

Three  months  after  date  I  promise  to  pay,  J.  Y.  Morris,  Four  Hundred 
Dollars,  value  received. 

E.  A.  HODGSON. 

A  note  is  non-negotiable  wlien  it  is  made  payable  only  to  the  person  whose  name  is  mentioned  In  it. 
Such  a  note  corm  t  be  transferred  ;  it  must  therefore  l)e  held  by  the  payee  till  it  falls  <lue. 
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♦  {Negotiable  hy  IndorsemeTU.) 

Clinton,  May  24,  1884. 
$2,000. 

Four  months  after  date,  I  promise  to  pay  A.  Forrester,  or  order,  Twa 
Thousand  Dollars,  value  received. 

E.  A.  HODGSON. 

A  note  is  transferable  only  when  it  is  made  payable  to  the  order  of  the  payee,  or  to  bearer. 

If  A.  Forrester  wishes  to  transfer  the  forejjoiiiif  note,  it  being  payable  to  his  order,  he  must  indorse 
it  by  bigning  his  name  across  the  back  of  it. 

The  maker  of  a  note  is  the  one  jjrivmnlti  liable,  but  each  iiidorser  is  liable  to  succeeding  holders  in 
default  of  payment  by  the  maker.    A  Bubseijuent  iiidorser  is  not  lial)le  to  a  prior  indorser. 

When  the  payee  writes  only  his  name  it  is  tonned  a  blank  hidomnnenf,  and  it  has  the  effect  of  ren- 
dering tlie  note  )i:iyable  afterwards  to  any  bonajide  holder.  The  payee  thus  liecomes  tlie  indorser  and 
as  such  is  responsible  for  payment. 

If  the  payee  writes  above  his  signature  "  Pay  to  (he  order  of  A.  H.,"  it  is  called  afuUindorsement. 
In  this  v&ie  A.  U.  will  have  t  >  indoi-se  it  before  he  can  negotiate  it.  ■     ' 

If  the  payee  writes  above  his  signature,  "  Pay  to  A.  B.  only,"  it  is  termed  a  restrictive  indorsement. 

If  the  indorser  does  not  wish  to  render  hiinsplf  liable  for  payment  he  should  write  "Without 
recourse  to  me  "  above  his  name.    This  is  called  a  qualified  indorsement. 


FORMS    OP    INDORSEMENT. 


Indorsement  in  blank ; 

Indorsement  in  full : 

Pay  to  A.  B,  or  order. 


A,  Vorrentcr, 


A.  Forrester. 


Restrictive  indorsement  i 
Pa;/  to  A.  n.  only. 

Qualified  indorsement : 

Without  recourse  to  me. 


A.  Forrester. 


A.  Forrester 


(N^eyotiahle  without  Indorsement.^ 

Toronto,  July  1,  1886 

Thirty  days  after  date,  I  promise  to  pay  John  Smith,  or  bearer,  Ten 
Dollars,  value  received. 

W.  McMAXX. 

When  a  note  is  made  payable  to  bearer  it  is  negotiable  without  indorsement,  delivery  being  all  that 
is  necessary. 

In  calculating  the  date  of  maturity  of  a  note  three  days  must  be  allowed  after  the  time  expressed, 
hat  is,  it  falls  due  on  the  third  day  after  its  t('nu  has  expired.     If  this  day  is  one  of  imblio  rest,  tlio 
note  is  not  due  till  the  following  day.    The  three  days  allowed  are  termed  dai/s  o/  grace.    These  vary 
in  different  countries. 

When  the  term  of  a  note  is  given  in  months,  calendar  months  are  meant,  and  no  allowance  is  made 
for  a  deficiency  in  the  number  of  days  in  any  month.  This  being  tiic  cise  the  pupi!  will  see  that  finr 
notes  drawn  at  2  months  and  bearing  dates  ]>ec.  28,  Dec.  29,  Deo.  30,  Dec.  31  respectively,  will  become 
due  on  the  same  day,  viz.:  March  3  of  the  next  year. 

The  day  on  which  the  note  is  dated  is*  not  counted  in  computing  the  date  of  Its  matunty. 
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{Pay able  at  Bank.)  '^ 

Port  Elgin,  April  13,  1886. 
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Sixty  days  after  date  I  promise  to  pay  John  Wilson,  or  order,  Forty 
Dollars  at  the  Bank  of  Hamilton  here,  value  received. 

J.  J.  SCOTT. 

When  a  note  hecomes  due,  '.hich  happens  on  the  third  day  after  the  time  expressed,  \t  vivsf.  be.  pre 
nentedfor  j)ayim'nt  during  busi.iess  lioui's  at  the  itlace  mu luioned  in  it.  If  no  place  is  stated,  it  should 
be  presented  at  the  maker's  place  of  business  or  at  his  rosifience. 

Unless  a  note  is  presented  on  the  very  day  cf  maturity  the  holder  loses  his  remedy  against  the 
Indorsers,  altliouRh  the  malter  is  still  lial>le. 

Sh  tild  the  maker  refuse  to  pay  it,  the  proper  demand  being  made,  it  is  then  the  duty  of  the  holder 
togiie  due  noti<e  to  all  parties  toit.    He  may  have  it  protested  if  he  cbooseH. 

A  protest  is  a  declaration  on  the  part  of  the  hoVler  of  a  note  or  bill  against  any  loss  to  be  sustained 
in  cotise(|ueiice  of  non-payment  when  it  becomes  <liie. 

The  payment  of  a  note  must  be  made  within  business  hours  on  the  day  of  its  maturity  to  the  true 
holder  or  "his  representatives. 

The  person  paying  .i  note  has  a  right  to  a  receipt,  which  is  usually  written  on  the  back  of  the  note. 
The  person  who  pays  a  note  has  a  right  to  it  as  his  voucher,  if  it  is  negotiable,  but  not  otherwise. 

(Negotiable  with  Interest. \ 

DuNDAS,  May  1,  1886. 
$1,200. 

Thirty  days  after  date,  I  promise  to  pay  J.  T.  Ross,  or  bearer.  Twelve 
Hundred  Dollars,  with  interest  at  six  per  cent.,  value  received. 

]{.  K.  LAMONT. 

When  a  note  is  made  payable  with  interest  like  the  foregoing  it  hears  interest  from  the  date  of  it, 
and  not  merely  from  its  maturity.     In  such  case  the  interest  is  part  of  the  debt. 

When  no  interest  is  mentioned  anything  that  may  be  allowed  the  holder  for  delay  in  the  pa3mient  of 
a  note  must  be  regarded,  strictly  speaking,  as  damages  for  the  retention  of  the  ]irinci))al  debt,  and  not 
OS  interest.    Practically,  howevei,  a  note  beara  interest  from  the  date  of  its  maturity  until  paid. 

{Payable  on  Demand.) 

St.  Catharines,  May  1,  1886. 
1200, 

On  demand,   I  promise  to  pay  Jonas  Clark,  or  order.  Two  Hundred 
Dollars,  value  received. 

D.  McDOUGALL. 

No  days  of  grace  are  allowed  on  demand  notes.  • 

{Joint  Note.) 

Walkerton,  June  1,  1886, 
$950. 

Three  months  after  date,  W(^  jxoini.se  to  pay  S.  L.  Cameron,  or  order, 
Nme  Hundred  and  Eifty  Dollars,  value  received. 

BEX.TAMTN-  LAWTOX. 
A.  S.  AMOS. 

If  a  note  is  signed  by  two  or  more  v>ersons,  and  if  the  promise  to  pay  is  expressed  thus, "  We 

promise,  &c.,"  as  in  the  foregoing,  it  is  termed  a,  joint  notp. 

If  payment  is  not  made,  the  makers  should  be  sued  Jointly. 
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(Joint  ntid  Several  Notes.) 

Brantford,  May  3,  1886. 
$150. 

One  year  after  date,  we  jointly  and  severally  promise  to  pay  Peter 
Cooper,  or  order,  One  Hundred  and  Fifty  DoUais,  value  received. 

L.  SMITH. 
J.  M^Cl'HERSON. 

If  a  note  signed  by  two  or  more  persons  contains  the  words  "  I  promise,  &c.,"  or  "  We  jointly  and 
severally  promise,"  it  is  termed  a,  joint  and  several  note. 

The  foregoing  note  is,  so  far  as  security  to  the  holder  is  concerned,  the  same  as  any  one  of  the 
following,  viz.  :  The  joint  note  of  L.  Smith  and  J.  JNIacpherson,  the  note  of  L.  Smith  and  the  note  of  J. 
Macpherson. 

ACCOMMODATION    NOTES. 

An  Accommodation  Note  is  one  to  which  a  person  has  put  his  name  as 
indorser,  without  value  passing,  merely  to  accoiniuodate  some  other  party 
by  enabling  him  to  get  it  discounted. 

The  note  is  made  payable  to  the  order  of  a  certain  person,  who  indorses  it  and  gives  it  back  to  the 
maker.  Being  thus  rendered  negotiable  the  maker  can  get  it  discounted,  as  both  he  and  the  indorser 
are  liable  for  payment  to  the  holder. 

CHATTEL    NOTES. 
A  Chattel  Note  is  a  written  promise  to  pay  otherwise  than  in  money. 

SOUTIIAMPTOX,  Oct.  1,  1886. 
$100. 

Thirty  days  after  date,  I  promise  to  pay  Jas.  Wilson  One  Hundred 
Dollars  worth  of  good  timothy  hay  at  eight  dollars  per  ton,  to  be  delivered 
at  Port  Elgin,  Ont. 

A.  H.  ROBINSON. 
CHECKS. 

A  Check  is  a  written  order  on  a  bank,  made  by  one  having  money 
deposited  therein,  for  the  payment  of  a  specified  sum  to  a  certain  person 
or  to  his  order,  or  to  bearer. 

When  a  check  is  drawn  payable  to  the  order  of  the  person  named  in  it  he  must  indorse  it  before  he 
can  transfer  it. 

A  check  should  be  ])resented  for  payment  within  banking  hours  not  later  than  one  day  after  that 
one  on  which  it  is  received. 

In  filling  a  check  the  particulars  should  be  entered  first  on  the  stub. 

^o.±Q ToRONTo,ii/ij!.^d-./:i...  188.2:. 

THE  BANK  OF  TORONTO 


No. 


Date    ..,..i.v:^.:i^  188..  i 


Favor  of 

.U.. 

iv. 

1 .h 

••'•••••# 

Pay  to. 


..or  Bearer, 


.L -.L. L.. 


.-'J-' ^.iAr-i  id<'^Q. T^ Dollars, 
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EXERCISE    V. 

Sept.  1,  1886.  Bought  of  H.  Corbett  goods  valued  at  $120.  Gave  in 
payment  my  note  at  30  days  for  $75,  and  an  order  on  Henry  Brown  for 
balance.  Sold  P.  Cooper  gowls  valued  at  $25.50.  Ileceived  in  payment 
John  Thompson's  note  at  2  months,  dated  Aug.  24,  1886.  Face  of  note 
$25.50.  Bought  of  S.  Jarrett  16  cords  of  Wood  at  $2  per  cord  M  be  paid 
in  goods  from  store.  He  took  goods  valued  at  $10,  and  I  gave  hM-i  a  due 
bill  for  the  balance. 

(a)  Write  the  note  given  to  H.  Corbett  and  also  the  order. 
(6)  Write  the  note  received  from  P.  Cooper. 

(c)  Write  the  due  bill  given  to  S.  Jarrett. 

(d)  Define  negotiable  paper.     What  does  it  embrace? 

EXERCISE    VI. 

Sept.  2,  1886.  Bought  of  A.  McKay  300  bbls.  Apples  at  $1.20 ;  40 
bush.  Wheat  at  70c. ;  1 20  bush.  Oats  at  30c.  Gave  in  payment  my  check 
on  the  Molsons  Bank  for  $120 ;  an  order  on  J.  Taylor  for  $100;  H.  Ken- 
nedy's note  in  my  favor,  dated  May  24th,  1886,  and  drawn  at  5  mos.  for 
$70 ;  and  my  own  note  at  30  days,  payable  at  the  Molsons  Bank,  for  the 
balance. 

(a)  Write  the  invoice  received  from  A.  McKay. 

(b)  Write  the  check,  the  order,  and  the  two  notes  given  in  payment  for 
the  goods,  the  former  being  negotiable  by  indorsement  and  the  latter  being 
negotiable  without  indorsenient. 

(c)  Find  the  date  of  maturity  of  each  note. 

EXERCISE    VII. 

1.  Date  of  note,  Jan.  4,  1886.     Time  to  run,  8  mos. 

2.  Date  of  note,  Feb.  28,  1886.     Time  to  run,  3  mos. 

3.  Date  of  note.  Mar.  1,  1886.     Time  to  run,  3  mos. 

4.  Date  of  note,  Mar.  31,  1886.     Time  to  run,  3  mos. 

5.  Date  of  note,  Mar.  30,  1886.     Time  to  run,  3  mos. 

6.  Date  of  note,  April  30,  1886.     Time  to  run,  4  mos. 

7.  Date  of  note.  May  1,  1886.     Time  to  run,  4  mos. 

8.  Date  of  note,  Oct.  20,  1886.     Time  to  run,  30  days. 

9.  Date  of  note,  July  15,  1887.     Time  to  run,  90  days. 
10.  Date  of  note,  Oct.  13,  1887.     Time  to  run,  60  days. 

(a)  Find  the  date  of  maturity  of  each  of  the  foregoing  notes. 

(b)  Explain  why  it  is  that  there  are  four  days  between  the  dates  of 
maturity  in  (2)  and  (3). 

(c)  Why  is  it  important  to  know  exactly  the  day  on  which  a  note  be- 
comes due  ?    Explain  fully. 
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CHAPTEE  IV. 


This  chapter  presents  a  number  of  sots  for  practice.  In  order  to  test 
the  pupil's  knowledge  of  the  preceding  chapters,  as  well  as  to  teach  him 
self-reliance,  he  is  required  to  work  out  each  set  for  himself.  The  results 
and  only  such  hints  as  experience  has  proved  absolutely  necessary  are 
given. 

Two  very  important  auxiliaries  are  introduced  in  connection  with  Set 
IV.,  viz.,  the  Cash  Book  and  the  Bill  Book. 

Set  VI.  illustrates  the  Day  Book  and  Journal  combined* 

EXERCISE   I. 

1.  Sold  Peter  Smith,  on  account,  goods  $20. 

2.  Sold  James  Jones,  for  cash,  goods  $40. 

3.  Sold  Peter  Cooper,  on  his  note,  goods  $10. 

4.  Bought  goods  for  cash  $20. 

5.  Bought  goods,  on  account,  from  M.  L.  Hay,  $5. 

6.  Bought  goods,  on  my  note,  from  M.  L.  Hay,  $5, 

7.  Paid  M.  L.  Hay,  on  account,  $o. 

8.  A.  Mann  paid  me,  on  account,  cash  $6. 

9.  Peter  Cooper  paid  his  note  with  cash  $10. 

10.  Gave  my  note  for  goods,  $30. 

1 1.  A.  H.  Hay  settled  with  mo  by  giving  me  his  note  in  full  of  account^ 

$40. 

12.  Gave  my  note  for  $10  to  John  Jaraieson,  on  account. 

13.  Deposited  in  Bank  cash  $100. 

14.  Lent  M.  L.  Hay  $50. 

15.  M.  L.  Hay  returned  the  money  lent. 

16.  Peter  Smith  paid,  on  account,  cash  $10. 

17.  Jamos  Jones  gave  me  Mdse.  in  payment  of  his  account,  $30. 

18.  Sold  Mdse.  to  H.  Huston,  $30.     Received  in  payment  cash  $20,  and 

his  note  for  the  balance  $10. 

19.  Lost  cash  from  my  pocket  $5. 

20.  Bought  a  pair  of  gloves  for  cash  $1. 

21.  Paid  for  advertising,  cash  $20. 

82.  Sold  Mdse.  to  H.  Huston  and  received  in  payment  my  own  note  which 
he  held,  $70. 

23.  Paid  cash  for  a  suit  of  clothes,  $20. 

24.  Gave  my  note  for  a  suit  of  clothes,  $20. 

25.  Sold  5  suits  of  clothes  to  J.  Benson  at  $20.     $100.  "  ' ,    : 

(a)  Journalize  the  foregoing  transactions.  [Tliis  is  intended  as  an  oral 
exercise  to  test  the  pupil's  knowledge  of  the  rules  given.] 
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SET  ni.-GROCERY  AND   PROVISION  BUSINESS. 


Books  used — Dai/  Book  and  Ledger, 

RECORD  OF  TRANSACTIONS. 

Cr.TNTON,  Sept.   1,   1886.     Leased  a  store  of  H.   E,.  Mnnn  at  $15    per 
month  and  commonced  business  invcstino:  c;vsli  $340. 

2.  Bought  of  A.  McHardy,  on  account,  goods  invoiced  at  $500. 

Paid  casli  for  Fuel  $5. 

3.  Sold  A.  H.  McCorvie  for  cash  25  lbs.  Tea  at  50c. ;  1  box  Starch  at 

90c. ;  3  boxes  Blacking  at  10c.     Paid  cash  for  Coal  Oil  $1.50. 
6.  Paid  A.  McHardy  cash,  on  account,  $i300. 

8.  Sold  0.  Dingman  10  lbs.  Tea  at  GOc.  ;  25  lbs.  Coffee  at  30c.  ;  35  lbs. 
Sugar  at  9c.  ;    2  bbls.  Flour  at  $5.50  per  bbl.     Received  in  pay- 
ment cash  $10,  the  b;dance  to  remain  on  account,  $ — . 
10.  Paid  cash  for  Postage  $1.20  ;  for  Advcrti.siiig  $1.50. 
13.  Received  from  C.  Dingman  cash,  in  full  of  account,  $ — . 
15.  Sold  out  ray  stock  of  goods  for  cash  .$495.35.     Paid  II.  R.   Mann 
half  a  montli'a  rent  with  cash  $7.50. 

(a)  Make  the  Day  Book  entries. 

(b)  Transfer  from  the  Day  Book  to  the  Ledger. 

[The  Journal  is  tmneccssaiy  as  the  traiiaactious  are  of  a  simple  character.] 

{c\  Take  off  a  Trial  Balance  and  make  the  statements. 
(d)  Close  the  accounts. 

Result.— Net  Gain,  $20.     Present  Worth,  $3 GO.     Cash  on  hand,  $5  GO- 
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SET  IV. -EXPLANATIONS. 

Two  very  important  books  are  now  brought  before  the  notice  of  the 
pupil  for  the  tirst  time.  The  Oash  Book  receives  the  entries  of  all 
cash  transactions,  and  the  Bill  Book  the  particulars  of  all  notes,  (fee, 
connected  with  the  business.  The  pupil  will  enter  each  trausaction  first 
into  the  Day  Book.  He  will  then  enter  it  into  the  Cash  Book  if  it  is  a 
cash  transtiction,  and  into  the  Bill  Book  if  a  note  is  involved.  He  will 
observe  that  a  transaction  may  affect  both  of  those  books,  or  only  one  of 
them.  As  soon  as  the  ))osting  for  October  is  completed  .a  Trial  Balance 
will  be  taken  off,  and  after  the  Ledger  is  found  to  be  in  equilibrium  a 
statement  of  IjOsscs  and  Gains,  and  also  a  statement  ol  R(!Source8  and 
Liabilities  will  be  made.  The  accounts  showing  losses  and  g.-iins  will  theji 
be  closed  into  the  Iakss  and  Gain  account,  whieh  in  its  turn  will  be  closed 
into  Stock,  or  the  Proprietoi's  account.  The  investment  foi*  the  second 
month  will  be  taken  from  the  stateuuMit  of  resources  and  lialiilities  for  the 
fiist.  All  the  accounts  in  tl.e  Ledger  for  Nuvembei  will  bo  closed  after 
the  proper  statements  are  made. 


m\ 
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SET  IV.— FURNITURE  BUSINES3. 
(Fiurr  month's  transactions.) 

JiooTca  used — Day  Book,  Journal,  Ledger,  Cash  Book  and  Bill  Book,  the 

two  latter  being  auxiliaries, 

RECORD  OP  TRANSACTIONS. 

Oct.  1,  18S6.  (  ,  s^"*'*"'**^."='"'°.  )  l»iis  this  diiy  comtnenced  the  furniture 
business,  investing  us  follows:  C:isli,  $1,200 ;  Furniture  on  hand, 
$(S00.  J.  llosa  owi'S,  on  aocouut,  $30 ;  L.  Mason  has  to  his  credit 
$40. 
2.  B  )Uglit  of  J.  Richardson,  on  my  note  at  GO  days,  2  doz.  Bedsteads  at 
$3  each. 

5.  Sold  J.  Uoss  for  cash  2  Ceutro  Tables  at  $15  ;  5  Ficnch  Bedsteads  at 

$20. 

6.  Bjiiglit  of  J.  Richardson  for  cash  10  Ann  Chairs  at  $5  ;  6  Extjn.siou 

Tables  at  $25. 

7.  Sohl  G.  Johnson,  on  his  note  at  GO  (hiys,  \  doz.  Kitchen  Chair.s  at 

$0  per  doz. ;  1  Extonaion  Table  at  .$28;  1  Easy  Chair  at  $7.f)0. 

8.  Deposited  in  tho  IMiM-oliant's  Bank  $l,OU0. 

9.  Bought  fi-oni  F.  Hood  2  tons  of  Coal  for  fuel  at  $7.     Gave  in  payment 

my  chock. 
11.  Sold  A.  linker,  on  account,  5  cirved  Blk.  Walnut  Chairs  at  $6. 
16.   Paid  clerk's  salary  with  check  $10. 

1 9.  Paid  casli  for  Insurance  $20. 

20.  Sold  N.  Mclvinnon  for  cash  1  corner  What-not,  Blk.  Walnut,  at  $10. 

21.  Sold  G.  McKay  1  Blk.  Walnut  Parlor  Suite,  $150.     Received  in  pay- 

ment his  note  at  30  days  for  $100  and  cash  for  balance. 


Cash  Received. 


1S36 
Oct. 


Nov. 


1 
5 

i:o 
mi 
mi 
so 


I    Stmlciit's  Name.    \ 

Mil.se.   . . .  .7T. 

4  1 

t  t 
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Btilnnce 


Investment 

Sold  J.  Uoss 

"  N.  McKliiii  III 
"     G.  McKay... 

On  Account 

Sold  J.  Bruce 

Cash  on  hand 


1,200 

1 
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20 

60 
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22.  Bought  Mdse.,  as  per  Invoice,  from  W,  Tinsdale,  $300.     Gave  my 

note  at  2  months  for  $100,  my  check   for   $100,  the  balance  to 
remain  on  account. 

23.  Paid  $2.20  for  Postage  and  Stationery. 

26.  Sold  J.  Ross,  on  account,  2  Extension  Tables  at  $30. 

27.  Received  from  A.  Hilker,  on  account,  cash  $20. 

29.  Sold  H.  Calder,  on  account,  1  Parlor  Suite,  $60. 

30.  Sold  for  cash  to  J.  Bruce  2  Extension  Tables  at  $30,     Paid  clerk's 

salary  with  check,  $10. 

Inventory. — Goods  unsold  valued  at  $883.50. 

Result. — Net  Loss,  $6.20;  Net  Caj)ital  at  the  beginning  of  November', 
$1,983.80. 

SET    IV. -CASH    BOOK. 

The  Cash  Book  is  kept  for  the  purpose  of  recording  all  Cash  Trans- 
actions. It  is  customary  to  enter  the  amounts  received  on  the  left  hand 
side,  and  the  amounts  paid  out  on  the  right  hand  side  of  the  Cash  liook. 
In  an  extensive  business  this  book  should  be  balanced  every  night ;  in  a 
limited  business  once  a  week  may  perhaps  be  enough.  The  amount  of 
money  on  hand  as  shewn  by  the  Cash  Book  should  correspond  to  that 
found  by  counting.  A  comparison  can  be  made  at  any  time  without 
balancing  the  Cash  Book  formally.  Should  a  difference  exist  its  cause 
must  be  searched  for  as  soon  as  possible,  and  the  error  corrected.  When 
the  Cash  Book  is  used  as  an  auxiliary  care  must  be  taken  to  see  that  it 
agrees  with  the  Cash  Account  in  the  Ledger  when  the  posting  is  com- 
pleted. 

The  names  of  the  other  accounts  affected  appear  in  the  column  after 
that  containing  the  date.  The  next  column  contains  an  explanation  of 
each  transaction,  as  can  be  seen  by  referring  to  the  form  given. 


Cash  Paid  Out. 
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BILL    BOOK. 


The  Bill  Book  is  kept  for  tho  purpose  of  recording  in  a  form  convenient 
for  reference  the  particuhirs  of  "written  oljligationa,  which  we  receive  from 
others  and  which  others  receive  from  us.  It  is  divided  into  two  parts, 
into  one  of  which  are  entered  all  the  liilla  Jicceivahle  and  into  the  other 
the  Bills  Payable.  This  book  is  soniotimos  used  as  one  of  original  entry 
and  sometimes  as  an  auxiliary  merely.  In  either  case  it  must  be  in  har- 
mony with  the  corresponding  accounts  in  the  Ledger.  The  simplest  form 
is  here  presented.  The  method  of  entering  notes,  &c.,  in  this  book  is  so 
plainly  seen  as  to  need  but  little  explanation.  '        ■ 

<  The  particulars  are  to  be  entered  in  tb*»  Bill  Book  at  tho  time  the  notes 
are  received  or  issued.  This  is  veiy  important,  especially  when  this  book 
is  one  of  original  entry. 

As  our  notes  issu(Hl  are  not  in  our  own  possession  we  must  necessarily 
refer  to  the  Bill  Book  for  the  particulars  of  them. 

When  a  note  is  paid,  or  otherwise  disposed  of,  the  last  columns  are  to 
be  filled  as  indicated ;  and,  as  a  safe-guard,  a  red  ink  line  is  to  be  ruled 
through  the  figures  expressing  the  amount. 

Great  care  must  be  taken  in  finding  the  date  of  maturity,  as  .an  error  ir. 
this  may  be  followed  by  ser-ious  consequences. 

Bills 


Whei 
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Where  Payable. 

Datk. 

i 
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EEMARKS    ON    CLOSING. 

The  pupil  will  bear  in  mind  that  in  actual  husitiPss  tho  Lcdgor  sliould 
be  tested  every  month  to  see  whetlier  it  is  in  o(iuilil)i-ium  or  not.  Althougli 
this  involves  considerable  work  it  is  tho  best  plan  to  ado})t,  as  it  often 
saves  time  and  trouble.  ]iut  it  is  only  at  certain  times,  usually  once  or 
twice  a  year,  that  an  inventory  is  takcin,  and  the  accounts  shewing  lossci? 
and  gains  are  closed.  Tlie  objisct  of  this  is  to  make  the  account  kejit 
with  the  dealer  shew  his  true  financial  standing,  which  is  effected  by 
crediting  it  with  the  Net  (laiu  or  deljiting  it  with  the  Net  Loss.  Tlu; 
difference  between  its  sid(;s  will  then  shew  the  Prfisent  Worth.  All 
inventories  must  be  brought  down  when  re-opening  the  accounts  to  which 
they  belong  respectively. 

The  other  accounts  of  the  Ledger,  that  is,  thos(i  which  slunv  resources 
and  liabilities  may  or  may  not  be  closed  at  such  a  tim(i,  Under  ordinary 
circumstances  they  are  usually  left  open.  But  when  it  is  dt>sir(Hl  to  mark 
(in  era  in  the  business,  to  jn'e pare  for  recriviiifj  a  jHirtnrr,  or  to  prepare  for 
transferring  tlie  accounts  to  a  new  Ledger,  the  llesource  and  Liability 
accounts  should  be  closed  and  the  balances  carried  to  the  new  accounts. 
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SET   rV.— Continued. 

(second   MCJNTII's   BUSINKSS.) 

RECORD  OF  TRANSACTIONS. 
Nov.  1,  1886.     I^upU's  iiivestniciifc  slicwii  ])y  lliil.-inco  Sboet  for  October. 
2.  Bought  from  J.  Kieluirdsoti  JMdsc,  na  ]>('r  invoices,  $100.     (ijivo  in 

pjiymont  my  note  at  GO  days  for  $L'0O,  an  order  on  II.  Calder  for 

.$(')0,  and  my  cluM-k  on  Meivhants'  llank  f(»r  Laljuice. 
6.  Sold  L.  Mason,  on  account,  1  ]>Ik.  Walnut  Bookcaso  at  $70. 
6.  Sold  A.  Hilkor  1  Easy  Chair  at  ii?10  ;  1  Sofa  at  $10  ;  1  lilack  Walnut 

Hall  Stand,  $.'^0.     licccivod  in  payment  his  nolo  at.  15  days  fur 

$50  and  his  oheek  for  balance. 
9.  Gave  W.  Tinsdale  my  note  at  10  days  in  full  of  account,  $ — . 

10.  Paid  cash  for  Postage  and  Stationery,  $'?. 

11.  Deposit('d  in  Merchants'  Bank  $200. 

15.  Received  from  J.  Boss,  on  account,  bis  note  at  10  days  for  $60. 
17.  Received  from  A.  Hilker  liis  check  in  full  of  account,  $ — . 
19.  Sold  J.  Bruce  2  Centre  Tables  at  $.'^0.     Received  in  payment  his  note 
at  2  months  for  $40  ;  check  for  balance,  $ — . 

23.  Received  from  J.  Ross,  on  account,  cash,  $20. 

24.  Bought  a  Stove  for  store,  $25,  with  my  note  at  2  months.     Received 

cash  from  A.  Hilker  for  his  note,  as  per  B.  Vt. 

25.  Bought  from  R.  Henderson  Mdse.,  as  per  Invoice,  $150.     CaVo  in 

payment  my  check  for  $100  ;  the  babance  to  remain  on  account. 
27.  Paid  clerk's  salary  with   cash   $20.       Paid   my   note   favor   of  W, 

Tinsdale  with  check  $ — . 
30.  Sold  by  auction  entire  stock  of  goods  fcr  cash  $1,320;  and  Stove  for 

cash  $20.     Paid  the  auctioneer  for  his  services  cash  $5. 

Result.— Net  Gain,  $63.50;  Net  Capital  at  closing,  $2,047.30. 

The  pupil  will  make  out  a  statement  of  Losses  and  Gains,  and  also  a 
statement  of  Resources  and  Liabilities  corresponding  to  those  which  fol- 
Iqw.     These  are  not  to  be  copied,  but  to  be  taken  from  the  pupil's  ledger. 

Set  IV.— Statement  of  Losses  and  Gains. 

(Tahenfrom  Ledffer  J^ov.  30,  ISSG.) 
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Set  IV.— Statement  of  Resources  and  Liabilities, 
(Tnkmfrom  Lfdijir  Nov.  30,  ISStl.) 
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SET    v.— DRY    GOODS    BUSINESS. 
'tooks  used — Day  Book,  Journal,  Cash  Book,  Bill  Book  and  Ledger. 

ki.NCARDiNE,  July  1,  1886.  Commenced  business  investing  as  follows: — 
Goods  on  hand,  $1,200.  Cash  in  safe,  $30.  Money  deposited  in 
the  Molsons  Bank,  $400. 
2.  Bought  of  Smith  &  Sons  goods  invoiced  at  $360.  Gave  in  payment  a 
chec  on  the  Molsons  Bank  for  $300  and  my  note  at  90  days  for 
balr     d  $ — ,     Paid  cash  for  Postage  50c.,  and  for  Telegram  25c. 
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BOOK-KERPING. 


3.  Sold  U.  W.  Wismor,  on  jiccount,  20  yds.  Black  Sfititi  nt  .$2  ;  40  yds. 

Brussels   Ciiipet  at  $1.50;    2  ju's.  Kid  Gloves  at  $1.50;  3  yds. 

]lil)l)on.  at  35c. 
5.  Paid  cash  for  Vnv\,  $15.50.     Lent  Jas.  Smith  cash  $6.50. 
7.  Sold  A.  C.  Moore  30  yds.  Blk.  Cashmei-e  at  90c.;  10  yds.  Velvet  at 

$1.60;  20  yds.  Carpet  at  70c.     liciceived  in  payment  his  check  for 

$47  and  an  order  on  A.  McKay  for  balance. 
9.  Paid  cash  for  Post.iifo,  $1.30.     Paid  S.  B(!id's  written  order  in  goods, 

$17.50.      Rectuved  from  11.  W.  Wismer,  on  account,  his  check  on 

the  Molsons  Bank  for  $40. 
10.  Received  from  Jas.  Smith  his  note  at  30  days  in  full  of  account  $6.50. 
12.  Paid  cash  for  repaii'ing  st()re,  $3.60. 

14.  Sold  A.  CmuM-on,  on  his  note  at  10  days,  20  yds.  Gingham,  12^c. ;  10 

yds.  Flannel  at  30c.;  40  yds.  Cotton  at  He;  Thread,  i2c.;  Buttons, 
10c.     llecei\od  from  S.  lieid  cash  in  full  cf  accouiit  $ — . 

15.  Sold  A.  McKay  120  yds.  Sheeting  at  12c.;  15  yds.  Tweed  at  $1.50; 

3  yds.  Farmer's  Satin  at  60c.;  12Ji  yds.  Cassimere  at  $1.10.  Re- 
ceived in  payment  his  check  for  $20,  the  balance  to  remain  on 
account,  $ — . 

IG.  Received  from  R.  W.  Wismer,  on  account,  cash  $30.  Paid  for  Coal 
Oil  cash  $1.20. 

20.  Received  from  A.  McKay,  on  account,  his  check  for  $16. 

23.  Sokl  Jas.  Smith,  on  account,  15  yds.  Tweed  at  90c.;  13  yds.  Broad- 
cloth at  $2.60. 

26.  Deposit(Ml  in  the  JNlolsons  Bank  cash  $60. 

27.  Lent  R.  RaiiK.u-  a  $5  bill. 

29.   Received  from  R.  W.  Wismer  his  note  at  30  days  for  balance  of 

account,  $ — . 
31.   Paid  Clerk's  salary  with  my  check  on  the  Molsons  Bank,  $30. 

Inventories,  July  31st. — Mdse.,  Goods  on  hand,  $1,338.81 ;  Expense, 
Fuel  on  hand,  $5.50. 

(n)  Make  the  proper  Day  Bock,  Cash  Book  and  Bill  Book  entries  as 
they  occur,  writing  all  the  business  papers  required. 

(/>)  Transfer  to  the  Journal  and  thence  to  the  Ledger,  indexing  each 
entry. 

(c)  Test  the  equiHbrium  of  the  Ledger  and  then  make  the  proper  state- 
ments. 

(tl)  Close  the  accounts  in  the  Ledger. 

Result. — Cash  on  hand,  $105.65.  Cash  in  Bank,  $130.  Net  Gain, 
$20.38.     Present  Net  Capital,  $1,650.38. 

SET   VI.— JOURNAL   DAY    BOOK. 

Set  VI.  is  intended  to  illustrate  a  somewhat  practical  methed  of  keeping 
accounts.     The  pupil  who  has  written  carefully  the  previous  sets  and 
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mastered  them  will  find  Imt  little  difficulty  in  combining  the  Bay  Book 
and  Journal.  The  Journal  entry  is  gi\  en  first  in  order  in  plain  writing  of 
medium  size.  This  is  f (allowed  l)y  nfn/l  dcucrijdion  of  the  transaction  in 
as  concise  a  form  as  possible.  The  pupil  will  observe  that  the  explanatory 
words  should  bo  arranged  in  such  a  luanner  as  to  bo  readily  distinguished 
from  the  other  part  of  the  entry.  To  effect  this,  they  are  written  in  a 
smaller  hand  and  placed  at  some  distance  to  the  right  of  the  column  for 
the  Ledger  Folio.     (See  the  Form  given  on  page  65.) 

The  advantages  of  tliis  method  over  that  exemplified  by  Set  I.  are  jis 
^follows  : — 

.   (1)  Time  and  labor  are  saved. 

(2)  The  expenditure  for  books  is  diminished. 

That  shewn  on  page  65  will  be  found  suiiicient  for  illustration. 

INVOICE    BOOK. 

The  details  of  purchases  should  be  entered  into  the  Invoice  Book. 
There  are  different  methods  of  dealing  with  invoices.  Some  accountants 
enter  an  abstract  of  each  in  this  book,  and  file  tlu;  original  invoices  in  such 
a  manner  as  to  be  convenient  for  reference,  (See  insti-uctions  for  filing 
business  papers,  pnge  192.)  Another  plan  is  to  paste  each  invoice  when  it 
is  received  into  the  Invoice  Book,  indexing  it.*  When  several  are  received 
from  one  pei-son  or  fii'in,  it  is  well  to  put  as  many  as  possible  of  them  on 
the  same  l)age  in  order,  the  first  being  at  the  top,  the  next  immediately 
below  it,  kc.  The  book  sIk  uld  be  made  of  sti-ong,  light  papci",  and  each 
leaf  of  it  should  be  wide  enough  to  leave  room  for  a  money  column  to  the 
rijiht  of  the  invoices  into  which  to  enter  the  amounts. 

THE    INVENTORY   BOOK. 

The  Inventory  Book  is  used  for  recording  all  values  of  property  on 
hand,  of  interest  accrued,  of  rent  paid  beforehand  or  un])aid,  of  articles  on 
hand  which  were  cliarged  to  the  Expense  Account,  kc,  in  short,  all  values 
representing  resources  or  liabilities  in  connection  with  loss  and  gain 
accounts. 

It  is  necessary  in  business  to  take  at  stated  times,  an  account  of  all  such 
values,  &c.,  in  order  to  adjust  the  gains  and  losses  properly. 

The  inventory  of  goods  on  hand  is  found  by  counting,  weighing  or 
measuring  the  articles  in  the  store,  and  attaching  to  ti)em  the  amounts  for 
which  they  could  be  bought  at  \.\w  time.  In  actiuil  practice,  however,  it 
is  customary  to  take  down  the  cost  of  any  particular  line  and  to  add  or 
subtract  an  estimated  amount  when  necessaiy. 

*  If  it  19  likely  that  a  larjic  business  will  lie  done  with  a  lioiise,  several  coiisi'cutivc  jia'.'es  slunild  he 
left  blank  for  the  itivoiees  from  it.  This  is  esjiecially  inii)ortaiit  wlieii  the  imreha^i's  of  nierchandiHe 
arc  posted  front  this  book. 
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BOOK-KEEPING. 


SET  VI.— GRAIN    BUSINESS. 


Books  used — Journal  Day  Book,  Gash  Book,  BUI  Book  and  Ledger, 


Cash 
John  Smith 


5. 


FIRST   MONTH'S   TRANSACTIONS. 

Clinton,  Oct.  1,  188G.  Commenced  business  investing  as  follows 
in  safe,  $2,000.  Goods  in  store,  valued  at  $600. 
owes  me  on  account  $40. 
2.  Sold  L.  Mason,  on  his  note  at  20  days,  34  bush.  Wheat  at  75c.  Paid 
cash  for  Fuel,  $10.  IJought  of  C.  Kerr,  on  account,  goods  invoiced 
at  $600.  [As  the  invoices  ai-e  kept  in  a  book  for  the  purpose  or 
properly  filed,  and  may  therefore  be  referred  to,  it  is  not  necessary 
to  give  the  items  of  purchase  in  the  Day  Book.] 

Sold  John  Jamieson,  on  account,  140  bush.  Barley  at  50c. 

Paid  cash  for  Stationery,  $1.50. 

6.  Gave  C.  Kerr  my  note  at  30  days  in  full  of  account. 

7.  Sold  H.  Smith,  on  his  note  at  30  days,  100  bush.  Wheat  at  70c.;  260 

bush,  liarley  at  50c. 
9.  Paid  cash  for  Coal  Oil  for  use  of  Store,  and  for  Lamps,  $2.50. 

11.  lleceived  from  John  Jamieson  on  account,  cash,  $30;  his  note  at  one 

month  for  the  balance,  $ — . 

12.  Withdrew  from  the  business  cash  $100. 

13.  Sold  to  H.  W.  Peterie,  for  cash,  100  bush.  Wheat  at  75c, 

14.  Paid  Clerk's  salary  with  cash,  $20. 

16.  Bought  of  H.  Martin  80  bush.  Barley  at  50c.     Gave  in  payment  John 

Jamieson 's  note  for  $ — . 
18.  Received  from  John  Smith,  on  account,  an  order  on  A.  Baker  for  $10. 
20.  Sold  M.  Mullen,  on  his  note  at  3  months,  80  bush.  Barley  at  55c. 
23.  Prepaid  my  note  in  favor  of  C.  Kerr.     Face  of  note  $600.     Discount 

off,  $1.50.     Proceeds  paid  with  cash,  $598.50. 

[Debit  Bills  Payable ;  credit  Int.  &  Dis.  and  Cash. 

25.  Received  cash  in  payment  of  L.  Mason's  note  $ — . 
27.  Received  from  John  Smith,  on  account,  cash  $20. 
30.  Paid  Clerk's  salary  with  cash  $20. 

Inventories,  Oct.  30,  ISSG. 

M.lse.— Goods  on  hand $891  50 

Expense.— Coal  Oil 6  fiO 

Result.— Net  Gain,  $10  ;  Present  Worth,  $2,550. 
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SET    VI.-SEOOND    MONTH'S    TRANSACTIONS. 

Clinton,  Nov.  2,  1886.  Sold  J.  Turnl.ull  20  Lush.  Wheat  at  72c.;  45 
bush.  Barley  at  51e.;  120  bush.  Outs  at  2Gc.  Rece'vecj  in  payment 
his  check  on  the  bank  of  Montreal  for  $30,  and  cash  for  balance,  $ — 

3.  Bought  of  A.  Megraw  goods  invoiced  at  $540.20,     Gave  in  payment 

an  order  on  J.  Smith  for  $10  ;  M.  IMullen's  note,  dated  Oct.  20,  for 
$44;  my  own  note  at  10  days  for  $200,  and  cash  for  balance,  $ — . 
Paid  for  Fuel,  cash  $5.     Dej)osited  in  the  Molsons  Bank  $1,000. 

4.  Received  from  A.  Bakei-,  on  account,  cash  $10.     Paid  cash  for  Post- 

age, $1.10;   Telegram,  2r)c. 

5.  Sold  Robert  Keith,  on  his  note  at  3  months,  25  bbls.  Flour  at  $5.20; 

40  bush.  AVheat  at  75c. 
G.  Lent  P.  McCallum  a  $5  bill.     Discounted  Robert  Keith's  note,  dated 

Nov.  5,  1886,  at  the  Molsons  J>ank.     l^^ace  of  note  $160;  Discount 

$6.     Proceeds  dejmsited,  $154. 
9.  Received   cash  for   H.  Smith's  note  for  $200,  which  I  immediately 

deposited  in  the  Molsons  Bank. 

11.  Bought  of  C.  Kerr  300  bush.  AVheat  at  70c.;  500  bush.  Barley  at  50c. 

Gave  in  payment  my  check.  Sold  A.  Baker  200  bush.  Bnrley  at 
55c.;  100  bush.  "Wheat  at  72c.;  120  bush.  Oats  at  2.Sc.  Received 
in.  payment  his  note  for  $200,  and  his  check  for  balance. 

12.  Prepaid  my  note  due  16th  inst.     Face  of  note  $200.     Discount  off 

50c.     Proceeds  j)aid  with  check. 

13.  Paid  Clerk's  salary  with  cash  $20  ;  P.  McCallum  returned  the  money 

which  he  borrowed,  $5. 

16.  Paid  cash  for  Office  Furniture  $10.     Sold  P.  McCallum,  on  account, 

100  bush.  Wheat  at  73c. 

17.  Bought  of  H.  Sorby,  on  my  note  at  4  mos.,  250  bush.  Oats  at  25c. 

Sold  A.  Baker,  on  account,  12  bush.  Wheat  at  72c. 

19.  Received  from  P.  McCallum,  on  acccumt,  cash  $30.     Sold  A.  Baker 

20  bush.  Barley  at  54c.  Received  fi'om  him  II.  Holman's  note, 
dated  Nov.  1,  1886,  and  drawn  at  30  days,  for  $25.  Settled  with 
A.  Baker  by  giving  him  my  check  for  balance  due  him,  $ — . 

20.  Sold  J.  TnrnbuU   25  bush.   Peas  at  60c.  ;  40  busli.  AVheat  at   73c. 

Received  in  payment  an  order  on  J.  Craig,  which  by  his  request  is 
passed  to  his  account. 
23.  Received  from  P.  McCallum  his  check  in  full  of  account  $— • 
25.  Paid  A.  Mallory  for  repairing  Store,  cash  $5. 
27.  Sold  D.  Gibbings,  on  account,  25  bush.  Bar^-^y  at  53c. 
30.  Withdrew  from  bank  $100. 

Paid  rent  for  the  three  months  ending  Dec.  31st,  with  check,  $75. 

Inventories,  J^uv.  30th,  ISSG. 

Mdse. —Goods  on  hand $1, 4.35  01 

Expense — Ofiice  Furniture 9  .'iO 

Kent  i)ai(l  boforehaml 2,")  00 

Result.-  Net  Loss.  $25 ;  Net  Capital.  $2,525. 
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If  the  pupil  has  done  the  precedins,'  S(?t  correctly  his  Loss  and  Gain 
account  and  his  Balance  account  should   correspond  respectively  to  the 
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DRAFTS. 

A  Draft  is  an  unconditional  written  order  addressed  by  one  person  to  i. 
second  requesting  the  payment  of  a  ,s2:)ecilied  sum  of  money  to  a  third. 

The  person  Avho  makes  the  draft  is  termed  the  Drnirer,  the  person  on 
whom  it  is  drawn  is  termed  the  ])ra)ree,  and  the  person  in  whose  favor  it 
is  drawn  is  termed  the  Payee. 

When  a  draft  is  made  payable  to  the  Drawer  ho  is  also  the  Payee. 

Drafts  are  drawn  payable  "on  d(>mand,"  "at  .sight,"  a  specified  time 
"after  sight,"  or  a  specified  time  "after  date." 

Acceptance  in  its  ordinary  signification  is  aii  engagement  on  the  part  of 
the  drawee  to  pay  the  draft,  when  it  falls  due,  in  money. 
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Until  a  draft  is  accepted  the  drawee  is  not  li.iblo  to  the  holder. 

The  rlrawce  accepts  the  drnft  by  writui>>'  acToss  <lie  face  of  it  tlie  word  "  aooeptefl,"  followed  by  his 
Bigiiature.    The  drawee  then  beconiu.s  tlie  acceptor,  and  the  draft  hucoiues  hia  acceptanco. 

In  the  case  of  drafts  drawn  at  sijfht,  or  at  a  specified  time  after  siirht,  the  aoopptor  must  (j^ive  the 
date  of  a(^ceptance.  The  acceptor  may  fix  the  place  of  i)ayiiieiit,  Imt  if  lie  iiejflect  to  do  this,  the  payee 
may  <1<)  it. 

A  hill  should  be  jircsented  for  acccjitance  without  delay.  If  it  is  lionored  the  acceptor  becomes 
liable  ;  if  not,  the  jjnor parties  inunediately  become  responsible  for  i)ayiiieiit  of  it. 

Trcseiitinciit  is  absolutely  necessary  in  the  case  of  bills  payable  at  a  certain  time  "after  sijj:ht"  in 
order  to  yij;  tlia  time  iif  paijiiieid. 

Bills  payable  "  at  sight "  or  "  on  demand  "  are  expected  to  be  paid  when lyrencntcd. 

There  are  three  kinds  of  acceptances :  general,  special  and  qualified. 

Wlien  the  drawee  writes  tlio  word  **  accepted,"  tlio  date,  and  liis  name 
across  the  face  of  a  draft  tlie  acceptance  is  toruicd  a  (jeueral  or  ahsolulG 
acceptance. 

Wlien  words  are  used  which  restrict  to  a  certain  ])lace  the  payment  of 
the  draft,  the  acceptanco  is  said  to  be  special.  Qualilied  acceptances  ai'e 
of  two  kinds,  'partial  and  conditional. 
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When  the  drawee  binds  hiiiiself  to  pay  only  a  iwrtion  of  the  anionnt  of  a  draft  or  varies  the  time  of 
payment,  the  acceptance  is  said  to  be  piiftinl. 

When  the  bill  is  made  payable  only  when  a  certain  event  haiipens,  the  acceptance  is  said  to  be  con- 
ditional. 

No  particular  form  of  acceptance  is  necessary.    Red  ink  is  generally  nsefl. 

If,  npon  proper  presentment,  the  drawee  refuses  to  honor  the  draft,  it  then  bec'omes  the  duty  of  the 
prior  parties  to  it  to  notijij  the  drawer  at  onc(!  of  sucli  refusal. 

The  drawer,  \y\\m  notified  of  the  non-acc"ptance  of  the  bill,  should  pay  the  holder  the  amount  of  its 
face,  and  such  damajjes  as  are  allowed  by  law. 

The  object  of  the  notice  is  to  warn  the  parties  that  they  will  be  looked  to  for  payment. 

The  holder  may  have  any  bill  protested  by  a  notary  public,  but  in  the  case  of  Inland  bills  a  protest  is 
unnecessary. 

When  a  bill  is  protested,  notice  of  the  same  should  be  sent  inunediately  to  all  the  parties  to  it. 

When  a  bill  which  has  been  dishonored  by  the  drawee  is  accepted  by  a  third  party  for  the  honor  of 
the  prior  parties  to  it,  such  is  lernied  an  acceptance  svpra  prutent. 

Days  of  grace  are  allowed  on  all  bills  hut  those  payahle  on  demand. 

When  adraft  is  acceiited  it  becomes  in  efTect  the  same  as  a  promissory  note,  the  acceptor  bearing 
the  same  relation  to  a  (h'aft  that  tlie  maker  bears  to  a  note. 

If  a  draft  is  drawn  payable  to  order,  the  payee  nnist  indorse  it  before  it  (!an  be  transferred,  just  as 
in  the  caao  of  a  note. 


Tlie  law  regarding  promissory  notes  is  applicable  to  drafts  and  bills. 
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Clinton,  Jan.  1,  1887. 


At  sight,  pay  to  J.  W.  Cliisliolni,  or  order,  One  Hundred  Dollars,  value 
received,  and  eiiarge  to  account  of 

MOSES  L.  BRICKER. 
To  L.  P.  SMITH, 

'.  oionto. 

{Time  after  Sight.) 

Clinton,  Jan.  1,  1887. 
$100. 

At  twenty  days'  sight  pay  to  the  ordei-  of  J.  W.  Chishohn  One  Hundre 
Dollars,  value  received,  and  charge  to  the  account  of 

MOSES  L.  BRICKER. 
To  L.  P.  SMITH, 

Toronto. 

Form  of  acceptance  of  the  fore^oiMf,'  r)raft ; 

"  Accepted,  Jan.  5,  1SH7. 

"  /..  /'.  Smith.'* 


(^Demand  Draft.) 


Clinton,  Jan.  12,  1886. 


$100. 

On  demand,  i)ay  to  the  order  of  J.  W.  Chisholm  One  Hundred  Dollars, 
value  received,  and  charge  to  account  of 

MOSES  L.  BRICKER. 
To  L.  P.  SMITH, 

Toronto, 

{Time  Draft.) 

Clinton,  August  10,  1886. 
1230. 

Sixty  days  after  date,  pay  to  A.  H.  Suu^llie,  or  Older,  Two  Hundred 
and  Thirty  Dollars,  value  received,  and  charge  to  account  of 

MOSES  L.  BRICKER. 
To  L.  P.  SMITH, 

Toronto. 

Form  of  acceptance  of  Time  Draft : 

"  Accept ('<1. 

"  L.  I'.  Smith." 

Bank  Drafts  are  extensively  employed  for  miiliinif  remittances. 

The  amount  (>harj,a'(l  hy  tlie  hatik  for  issuin;,'  a  draft  is  hut  a  small  fraction  of  it?  face  value  and  no 
risl{  is  incurred  in  its  transmission. 

RULES  FOR  JQURNALIZING  DRAFTS. 

When  a  person  draws  on  us  without  giving  us  equal  value  at  the  time 
we  make  liiin  Dr. 

When  we  draw  on  a  person  and  do  not  give  him  equal  value  at  the  time 
we  make  him  Cr. 
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DRAFT  PAYABLE  AT  SIGHT  OR  ON   DEMAND.* 


Drawer's  entry . , 
Drawee's  entry . 
Payee's  entry   .  . 


f  Payee 

•••I 

J  Drawer 

••■I 

/  Cash 


Di 


Dr. 


Dr. 


To  Drawee. 


To  CasL-f 


To  Drawer. 


DRAFT  PAYABLE   AT  A   CERTAIN   TIME  AFTER  SIGHT. 


B,        ,  f  Payee 

rawer  s  entry <        -^ 


Drawee's  entry 
Payee's  entry . . 


{ 
( 


Drawer 


Dr. 


Dr. 


Dills  Receivable  Dr. 


7^0  Drawee. 


To  Bills  Payable. 


To  Drawer. 


RENEWING    AND   DISCOUNTING   BILLS. 

It  occasionally  occurs  even  in  a  well  managed  business,  that  a  note  is 
about  to  fall  due  for  the  payment  of  which  the  dealer  is  nijt  at  the  time 
prepared.  The  proper  course  for  him  to  take  in  such  a  case  is  to  ask  for 
a  renewal  for  a  long  enough  period  to  enable  him  to  secure  the  necessary 
means  of  payment.  Of  course,  the  dealer  having  asked  for  an  extension 
of  time  must  pay, interest,  and  any  other  charges  that  may  be  incurred. 
The  usual  practice  is  to  draw  the  new  note  (/.6.,  if  the  favor  is  granted) 
for  such  an  amount  as  will  cover  the  face  value  of  the  note  retired,  and 
the  interest  on  the  same  for  the  time  that  the  new  note  has  to  run, 
together  with  all  other  charges  that  may  be  connected  with  the  renewal. 
Sometimes  only  a  partial  renewal  may  be  desired. 

Again,  a  dealer  may  have  a  note  outstanding  which  he  wishes  to  pay 
before  it  is  due.  In  this  case,  discount  will  Ije  allowe<l,  and  the  dealer 
will  pay  a  sum  which  is  less  than  he  would  have  paid  if  he  had  waited  till 
the  maturity  of  tlie  note.  Or,  he  may  hold  a  note  against  another  party, 
and  he  may  wish  to  get  money  for  it  before  it  is  due.  In  tlie  latter  case 
he  will  be  obliged  to  take  a  smaller  amount  for  it  than  if  he  had  waited 
till  its  maturity. 

If  a  note  beariiiff  interest  is  negotiated,  the  value  of  the  note  when  due  ia  found,  and  the  sum  thus 
tiuud  is  (liscouiitert  to  pive  the  proceeds.  liaiik  discoiuit  is  always  used  in  business.  Days  of  grace 
are  added,  except  in  the  case  of  paper  payable  on  demand. 

The  phrase  "■  f^hcminWnfi  a  iiofn"  is  u'-ed  with  different  meaninpfs.  (1.)  The  sell  in  jf  of  any  note  in 
my  possession  before  it  matures  for  a  sum  less  than  what  it  calls  for  when  due.  (2  )  The  jiayinj;  of  any 
note  which  another  holds,  before  it  fa'ls  dui',  with  a  sum  less  than  it  calls  for  at  maturity.  In  either 
case  the  amount  thrown  off  is  tenncd  the  dincount. 

*  When  the  Drawer  makes  a  sifiht  or  demand  draft  payable  to  himself,  his  entry  will  be,  Cash,  Dr., 
to  Drawee.  When  he  draws  a  time  draft  in  like  manner,  his  entry  will  be,  Bills  Receivable,  Dr.,  to 
Drawee. 

t  If  the  Drawee  pays  the  draft  by  issuing  a  check,  he  will  credit  the  Bank  instead  of  Cash, 
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The  pupil  is  expected  to  study  the  fallowing  until  the  application  of 
rules  already  given  is  seen,  and  thoroughly  understood  : 


EXAMPLES. 


TRANSACTIONS. 


JOURNAL. 


1.  Discounted  at  bank  H.  C. 
Mann's  note.  Face,  $100.  ])is- 
count  allowed,  $5.  Proceeds 
received  in  cash,  $95. 

2.  Discounted  at  bank  M. 
Taylor's  note,  due  7.'3  days 
hence,  at  6%.  Face  of  note, 
.$250.     Proceeds  deposited. 

3.  Drew  a  draft  on  C  Cam- 
eron at  10  days  sight  and  dis- 
counted it  at  the  bank  at  8%. 
Face,  $365.  Discount  allowed. 
$ — .  Proceeds  remitted  to  A. 
Murray  on  acct. 

4.  Prepaid  with  cash  my  note 
favor  of  Amos  Drunnnond. 
Face,  $40.     Discount  olF,  $2. 

5.  Retired  Jas.  Stark's  note 
for  renewal  f(^r  2  months.  Face; 
of  note,  $1 50.  Interest  on  same 
for  2  months  at  6%.  $1.5C. 
Face  of  new  note,  $151.50. 

6.  Renewed  my  note  favor  of 
Morley  &  Wismer.  ]*^ace,  .^00. 
Gave  a  new  note  at  3  months 
to  cover  the  old  note  and  in- 
terest thereon  at  8%. 

7.  H.  J.  Manning  has  re- 
newed his  note.  Face,  $350. 
Received  in  pa,rt  payment  an 
order  on  G.  McKay  for  $150 
and  a  new  note  for  $202. 

8.  G.  Johnson  has  failed, 
paying  80c.  in  the  dollar.  He 
pays  his  note  which  I  hold. 
Face,  $700.  Proceeds  recei\  ed 
in  cash. 


Cash  J)r 

Jill.  Jb  Dl-<.  "   

To  Bills  RcccivahUi  . . 


Bnnh  Dr 

Jill.  ,V  JJis.  ". 

V'o  Bills  JieceivuO.'t 


A .  Mnrraij  I)r 

I  III.  <o  Dls.  '  -   

To  0.  Camtrjii 


Bills  Payable  Dr .  . 

To  Cash 

"  JiiL  cb  Dis. 


a.  McKay  Dr 

Bills  lim'n-ahlc       "   .. 

To  Bills  Becdrahlc 
"    Int.  d:  Dis 
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Bills  Bcceivahle      Dr 

To  Bills  Receivable.  .  . 
"  Int.  cfc  JJUi, 


Bills  Paiiahle         Dr 

Jilt.  X-  Dis.  "   

To  BiUs  Payable .... 


,'?6vy  oil 


40 


lu 


GO 
I 


00 


Cash  Dr 

Loss  tt  Gail)  "   

To  Bills  Jicceival'le  . . 


L-,0 

20J 


20 


,',00 
L',0 


100 


250 
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EXAMPLES.-Continued. 
TRANSACTIONS.  JOUItNAL. 


9.  As  the  indoi'sor  of  H. 
Stewart's  note  for  $100,  I  pay  it 
and  protest  charges,  $1  03,  with 
my  chock  on  the  Merchants' Bank, 

10.  Bought  goods  for  $105  at 
a  sale.  Gave  my  note  at  10  days 
in  payment.  Before  moving  tlie 
goods  I  sell  them  for  $120,  get- 
ting in  payment  my  own  note 
and  a  sight  draft  on  A.  Kean  for 


H.  Steward  Dr 

To  Merchants'  Bank. 

Cash  Dr 

To  Loaa  Ja  Gain 
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EXERCISE  I. 

1.  James  Furrier,  of  Windsor,  draws  on  H.  A.  Smith,  of  Montreal,  for 

$60  at  30  days. 

2.  H.  A.  Smith  accepts  Furrier's  draft. 

3.  L.  Mason  gives  Peter  McLaren,  in  payment  for  goods  bought  one  month 

ago,  his  note  (negotiated  by  indorsement)  at  3  months,  for  $500. 

4.  Mason  prepays  his  note,  being  allowed  a  discount  of  $'J0. 

5.  Miller  &  Co.,  St.  Catharines,  send  W.  Smith,  of  Paisley,  an  invoice  of 

goods  amounting  to  $159,  and  draw  on  him  at  10  days'  sight. 

(a)  Give  Furrier's  Journal  entry,  and  write  the  draft. 

(4)  Give  II.  A,  Smith's  Journal  entry  on  accepting      Accept  the  draft 
for  Smith. 

(c)  Write  Peter  McLaren's  Journal  entry  on  receiving  the  note.     Make 
the  note  and  indorse  it  in  blank. 

(d)  Give  Mason's  entry  on  prepaying  it. 

(e)  Wiite  the  draft  for  No.  5,     Accept  it  on  the  22nd  day  of  September, 
188G,  making  it  jiayable  at  St.  Catharines. 

(/)  What  is  meant  by  negotiable  paper  1     Name  the  dilTerent  kinds. 

EXERCISE  II. 

1.  Accepted  S.  W.  Perry's  draft  for  $123  75  at  10  days'  sight,  in  favor 

of  J.  F.  Murrosv,  payable  at  the  Molsons  Bank. 

2.  Paid  W.  Martin  in  full  of  account,  by  giving  him  S.  Furrier's  note  at 

6  mouths,  indorsed  by  II.  Houston,  for  $750.     Date  of  note,  March 
30,  L^86. 

3.  Paid  S.  W.  Perry's  draft  on  me  with  cash. 

4.  N.  C.  Macpherson  ik  Go.  failed,  and  made  an  assignment,  theiv  creditors 

receiving  60  cents  in  the  dollar.     My  claim  was  $250.     Received 
in  settlement  W.  H.  Muir's  accei)tancc,  $150. 
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[a)  Write  the  druft  for  No.  1,  and  accept  it.     Give  the  Journal  entries 
of  all  the  parties  concerned. 

(/;)  Write  the  note  for  No.  2.     On  what  day  will  it  fall  duo  ? 

(<;)  What  are  the  Journal  entries  for  Nos.  .3  and  \  ? 

{<l)  I?  ;fine  acceptance,  promissory  note,  draft  and  order. 

(e)  Illustrate  by  examples  the  diflerent  kinds  of  indorsement,  and  stat'^ 
the  effect  of  (!ach. 

(/)  When  is  a  bill  or  note  negotiated  without  indorsement  1 

EXERCISE    III. 

1.  Gave  Jas.  Smith,  on  account,  my  di'aft  ;it  10  days  on  L.  Mason  for  $40. 

2.  Paid  AVm.  Jones'  si,<,dit  draft  on  ni(^  for  iii^SO. 

3.  Jas.  Smith  returned  my  draft  on  L.  Mason  on  its  being  dishonored.     I 

inunediately  remit  cash  $40  (1.) 

4.  R.  IMills  drew  on  me  for  $100  at  '50  days.     I  prepaid  the  draft  with 

cash.     Discount  off  $2. 

5.  Drew  on  John  lloss  at  sijL^ht  for  $100  in  favor  of  Wm.  MtrKay,  wlio 

had  to  his  credit  $75  in  my  books,     lleceived  McKay's  note  for 
amount  overpaid. 

6.  Accepted  H.  Corbett's  draft  on  nie  at  20  days'  sight,  favor  of  James 

McGillivray,  f<n-$120. 

7.  Prepaid  my  acceptance  in  favor  of  James  McGillivray.     Discount  off 

$3.     Gave  my  check  for  balance,  $117. 
9.  Drew  a  draft  on  R.  T.  Todd  in  my  own  favor  for  $30.     Had  it  inune- 
diately discounted  at  the  bank.     Discount  off'  $1.     Proceeds  de- 
posited. 

8.  Had  Wm.  Gray's  acceptance  for  $00  discounted  at  the  bank.     ])is- 

count  allowed  $4.     Procet^ds  di'posited. 
10.  Gave  H.  Leonard  my  draft  for  $25,  on  Jas.  Brown,  in  payment  fiv 
goods,  which  I  inunediately  sold  for  $30  in  cash. 

{a)  Give  my  Journal  entries. 

{h)  Write  the  draft  required  for  No.  5. 

(c)  Discuss  the  methods  of  treating  No.  10. 

{d)  Make   a   list   of   the  Ledger   accounts   affected  by  the  foregoing, 
arranging  them  into  two  classes. 


\   I 


1  'I 


•i 


BILLS    OF    EXCHANGE. 

A  Bill  of  Exchange  is  a  writtcnx  order  from  one  person  (the  Drawer)  to 
another  (the  Drawee)  directing  him  to  pay  to  a  third  person  (the  Payee), 
or  to  his  order,  or  to  bearer,  a  specified  sum  of  money. 

pills  of  Exchange  are  of  two  kinds.  Domestic  or  Inland,  and  Foreign 
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An  Tnlfind  Bill  of  Exchfiii^'o  in  one  payable  in  the  same  country  in  which 
it  is  raado,  and  is  usually  callod  a  dnij't. 

A  Ff)r(M<,'ii  r.ill  of  Exc'hangn  is  ono  payable  in  a  dinomib  country  from 
that  in  which  it  is  iii;i(l(!. 

Tho  Par  of  Exchange  Ix'twccn  two  oountrioM  Im  the  nominal  value  of  the  coiniiiife  of  one  cjountry, 
wht'U  expri'ssi'd  in  ttiiiiH  of  f  liu  (X)iim(,'e  of  tlii!  other. 

Till!  Course  of  Exchange  i«  vatiiilili-  nud  di jicnds  chiiHy  on  tho  halanoo  of  tnulu.  It  Himply 
means  the  inurket  value  in  one  country  of  hill.s  on  another. 

A  Bill  of  Exchange  is  used  for  the  payment  of  a  dc^bt  due  in  another 
counffi/  without  the  ttviMsniissioii  of  specie,  thus  avoiding  risk,  loss  of 
interest  /lud  transportation  charges. 

Foreign  bills  are  commonly  drawji  in  sets,  three  m.aking  a  set  or  one 
bill.  These  are  forwarded  at  dill'erent  times,  or  by  ditlerent  means  of 
transportation,  so  that  one  of  them,  at  least,  may  reach  its  destination  as 
soon  as  possible.     Whenever  any  one  of  them  is  paid  the  others  are  void. 

Form  of  a  Set  of  ExcUmujo. 

Toronto,  Sept.  30,  1886. 
Exchange  for  £200. 

Thirty  days  after  sight  of  this  first  of  Exchange  (second  and  third  of 
same  date  and  tenor  unpaid)  pay  to  Muir  k,  Co.,  or  order.  Two  Hundred 
Pounds,  sterling,  value  received,  and  charge  to  the  account  of 

JOHN  JAMIESOX. 
'I'd  Messhs.  baring  &  CO-. 

London. 

Toronto,  Sept.  30,  1886 
Exchange  for  £200. 

Thirty  days  after  sight  of  this  second  of  Exchange  (first  and  third  of 
same  date  and  tenor  unpaid)  pay  to  Muir  h  Co.,  or  ordei",  Two  Hundred 
Pounds,  sterling,  value  received,  and  charge  to  the  account  of 

JOHN  JAMIESON 
To  Mkssks.  baring  &  CO., 

London. 

Toronto,  Sept.  30,  1886. 
Exchange  for  £200. 

Thirty  days  after  sight  of  this  third  of  Exchange  (first  and  second  of 
same  date  and  tenor  unpaid)  pay  to  Muir  &  Co.,  or  order,  Two  Hundred 
Pounds,  sterling,  value  recei\'ed,  r>.nd  charge  to  the  account  of 

JOHN  JAMIESON. 
To  Messrs.  BARING  &  CO  , 

London. 

EXERCISE  IV. 

1.  Accepted  H.  McKay's  divift  at  30  days*  sight,  favor  of  Jas.  Clark,  pay- 
able at  the  Molsons  Bank,  for  $150. 
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E     2.  Drew  on  A.  D.  McCauI,  at  30  days'  siglif,  for  !i^l'20.     IT.i.l  llin  dcaft 

di,s('<)unti>(l   at   ili(>   l);mk.      ])i,sc(iuiit   oil'  !i<l. •"")().     AVitli   pi-octMula  I 

bought  a  draft  on   ilid    iSFolsons    li.iiik,   'J'oroiito  (I'wxchaiigo  i/o)f 

which  1  rciiiiHcd  to  II.  Cildci"  on  accoiiiit. 
.".,    |)iscount(!d  at  tho  Mcrcliants'  ]>aiik  E.  jNLciviltbon's  n(tt«>,  (hu*  2  months 

h{'nc(\      F.'ic(i   of    not»<   ."ii^K).      ])isc'ouiit  nllowod  )?1.      I'rocet'ds   wi- 

ccivcil  in  ciish. 
1.  Hold  James  Jones  ^'oods  from  stor(i  valued  at  .ST-")!).     Receiveil  in  jwiy. 

ment  his  note  at  G  nioiitlis,  mIijcIi  I  discounted  at  tho  !Merehiiiil.s'i 

])ank   at   6^.      ])is('ouiit  alh)\ved  ^ — .     Proceeds  i-emitted  to   W. 

]\[uir  in  ])!irt  ]);iymeiit  of  my  Jiote  due  this  day  for  ii<l,0()(). 
.">.   Remitted  to  W.  Muir  cash  for  balance  of  note;  (No.  Ij,  and  interest  due 

on  the  same.     Interest  5i?1.30. 
•  i.   ]>ought  for  cash  from  JNlatthcnv  ]>aker  his  bill  on  ]'jiriii<^  it  Co.,  Loudon, 

at  lU)  days' sijjjht  for  cCnjO,  sierliiitj:,  exchii(i;,'(*  Ix-iug  at  a  in'cmiuiM 

of  9 }, 7.     \A  bill  f. .r  £  1  cost s  8 'u"  X  M'L'll. 
7.  II.  C.  Manley  has  failed,  and  his  noto  Avhicli  I  bold  is  valueless.     Face 

of  note  $'2^). 
S.  Paid  with  check  my  noto  drawn  in  favor  of  "W.  AVentworth,  which  w/is 

under  j)rotest.     Face  of  note  §150.      Pi'otest  charges  !i?i.O.'{ ;  <)  days' 

interest  $0  liT). 

(a)  Give  my  Journal  entries. 

(b)  Write  the  draft  for  No.  1  jjrojwrly  accepted. 

(c)  What  IS  meant  by  jjrotestiug  a  note?     i.-i  it  necessary  to  have  a  note 
protested? 

(d)  Define  Bill  of  Exchange 

EXERCISE    V. 

1.  Pienewed  our  note,  favor  of  Jas.  Brown,  duo  to-day,  for  $150.  Have 
a  new  note  at  one  month  for  $151. 

Note. — The  $1  which  i.i  added  is  (me  month  s  interest  on  the  old  note  at  8"„'. 

2.  Renewed  our  note,  favor  D  Cameron,  due  tliis  day,  f<»r  8750.  Gave 
our  note  at  3  months  tor  $408  and  cash  $.'550  for  balances 

3.  Retired  JSE.  L.  McKinnou's  note  due  this  day  for  $200  ;  received  in 
payment  his  note  at  10  days  for  $100.50,  and  his  check  for  $100. 

4.  Retired  Jolin  Smith's  note  due  this  day  for  $*J50.  Received  in  })ay- 
ment  his  note  at  3  months  for  $153,  and  ids  sight  draft  on  Jas. 
Brown  for  $100. 


Fi 


ice. 


$100. 


5.  Renewed    R    Robb's   note  due   to-day  for   one    month. 

Interest  received  in  cash,  $1. 

6.  Sold  H.  C  Massey  124  bush.  Oats  at  35c.     Received  in  ])ayment  his 

note  at  60  days,  bearing  interest  at  6%.     Face  of  note  $43.40. 

7.  Discounted  H.  C.  Massey's  note  at  tho  Bank  30  days  before  due  at 

8%  (N„.  6). 
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8.  Prepaid  with  cash  my  noto  in  favt)r  of  Jas.  Joiies  73  days  before  due. 

Face  of  note  $G0.     Discount  at  Gy,. 

9.  Prepaid  with  check  my  note  for  .$75.20  in  favor  of  N.  Storey  10  days 

before  due.     Discount  at  5%. 
10.  Sold  S.  W.  Ilartt  'M)  bush,  wheat  at  $1.     Received  in  payment  llobert 
Curry'c;  acceptance  due  one  year  hence  for  the  amount.     It  bears 
interest  at  G%. 

{a)  Journalize  the  foregoing. 

(b)  Explain  fully  what  is  meant  by  renewing  a  note. 

(c)  What  are  the  different  .senses  in  which  the  word  "discounting"  is  used? 
(^d)  Write  the  note  for  ^o.  6  and  the  draft  properly  a-^cepted  for  No.  10. 

SET  VH.— DRY  GOODS   BUSINESS. 

Books  used — Journal,  Cash  Book,  Bll  Book,  o,nd  Ledger . 

TRANSACTIONS. 

Deceniher  1,  ISSG, 

Commenced  business,  investing  as  follows: 

Resources — Cash  on  h;.nd,  iji^.^OO.  Goods  on  hand  -salued  at  iftSOO.  W. 
Stephen's  note,  <lated  Nov.  1,  1880,  at  70  days,  bearing  interest  at 
8%  ;  face  of  note,  $400 ;  interest  accrued,  $ — .  "\V.  Milne's  ac- 
ceptance, dated  Sept.  8,  1886,  at  4  months  ;  face  of  acceptance, 
$120.  H.  Foster  owes  me  on  account,  805.50.  Jas.  Scott  owes 
me  on  -account,  $27.30. 

Liabilities — H.   Geoi-ge  holds   a    uon-negotiabh^.    note  against    me,   dated 
Aug.  24,  1886,  drawn  at  4  months,  for  $60.     I  owe  John  Patterson 
on  account,  $."?6.90. 
Paid  for  Postasre  and  StaticmeiT  $1.20. 

2.  Sold  R.  Purvis  3  i)cs.  Linen,  50  yds.  each,   at  75c.;  16  yds.  Scotch 

Tweed,  $1.50.  Received  in  payment  an  order  on  John  Patterson 
vhich  is  passed  to  his  account  at  his  request.  Deposited  in  Bank 
of  Monti-eal,  casli,  $400.  Paid  for  Otiice  Furiuture  cash,  $15. 
Cash  sales,  $19.60. 

3.  Bought  of  H.  H.  Bunting,  on  my  acceptance  at  10  days,  an  invoice  of 

goods  amounting  to  $200.  Paid  for  Insurance  cash,  $10.  Paid 
for  Advertising  cash,  $5.      Cash  sales,  $20.25. 

4.  Sold  M.  McPherson  for  his  acceptance  at  20  days,  150  yds.  Broadcloth 

at  $2.40,  $— .  Paid  for  Repairing  Store  with  check,  $8.40.  Cash 
sales  $:U. 50. 

6.  Bought  of  J.  Young  an  invoice  of  goods  amounting  to  $400.     Gave  in 

payment  cash,  $50;  an  order  on  H.  Fo.ster  for  $65,50,  and  my 
n(tte  at  '.\  montlis  f<jr  balance,  $    -.     Cash  sales,  $18.40. 

7.  Sold  J.  McHardy  for  his  note  at  15  days,  2  prs.   Pants,  at  $7;  one 

Overcoat,  $15;  50  yds.  Flannel,  at  40c.     Cash  sales,  $18.60. 
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27. 

28. 
29. 

Prepaid  with  check  my  note  favor  of  IT.  George  as  per  J^>.B. ;  discount 

allowed,  50c.     Jas.  8cott  has  failed,  jtayiiig  4Uc.  in  the  dollar;  my 

share  received  in  cash,  ij? — .     Cash  .sales,  S21.30. 
Discounted  W.  Stephen's  note  as  jicr  I).  B.  at  6/  ;  proceeds  deposited, 

% — .     Paid    for   Fuel,  cash,  ^'10,  an<l   for    Telegram,  50c.       Cash 

sales,  $20. 
Lost  a  ^?j  bill.     lieceived  fiom  John  Patterson  his  note  at  2  mos.  in 

full  of  acct.,  $— .      Cash  sales,  ,$10.50. 
Sold  A.  J.  McKay  on  one  month's  ci'edit,  25  yds.  Scotch  Tweed,  at 

%\.     Paid  for  Stove  foi'  stoie  with  check,  $25.     Paid  for  Postage 

and  Stationery  with  cash,  $2.50.     C;ish  sales,  $28.70. 
Sold  H.  P.  Smith  for  liis  check  on  Molsons  P.ank,  3  doz.  Fancy  Ties, 

at  $4  })er  doz. ;  4  doz.  Linen  Collars,  at  $2.50  per  doz.,  $ — •.     Cash 

sales,  $17.90. 
Presented  H.  P.  Smith's  chock  for  payment,  Init  it  was  dishonored 

and  returned  to  him.     ])iscounte(l  John  Pattei'son's  note,  as  per 

B.  B.,  at  the   bank  ;   discount   allowed   8/  ;   pioceeds   deposited, 

$_.     Cash  sales,  $23.80. 
Beceived  from  A.  J.  McKay  his  check  for  $15  on  acct.     Cash  sales, 

$14.75. 
II.  P.  Smith  sent  me  his  note  at  10  d;iys,  in  full  of  Moct,     Benewed 

my  acceptance  due  this  day  favor  of  IT.  IT.  JWinting;  gave  a  new- 
note  at  2  mos.  to  cover  face  of  acceptiince  and  interest  at  8%  on 

the  same.     Cash  sales,  $21.20. 
Sold  A.  J.  INIcTvay,  1 0  ready-made  Overcoats  at  $1  2.  $— .     Beceived 

in  payment  a  sight  draft   on   AVm.  Muir   for  $100  and  cash  for 

balance.     Cash  sales,  $24.30. 
Bought  of  W.  II.  Sims,  with  my  check,  an  invoice  of  goods  amounting 

to  $500.     Discount  off,  5%.     Cash  sales,  $39.90. 
Discounted  INT.  McPherson's  acceptance  a,t  the  bank  at  8%.     Pioceeds 

received  in  cash,  $ — .     Paid   for   Stationery,  $1.50.     Cash  sales, 

$39.47. 
Sold  B.  Holmes,  on  account,  13  yds.  Brown  Beaver  at  $2.     Paid  H. 

Murch  for  ivpair.-,,  $G.40      Cash  sal(>s,  $1  3.(;0. 
DeposittMl  in  bank  cash  $300.     Beceived  fi'om  A.  J.  McKay  his  note 

at  2  months  in  full  of  account,  $ — -.     Cash  .sales,  $24  45. 
Bought  of  M.  Wismer.  o\\   account,  g»)ods  invoiced  i)tj  ^'130.     Cash 

sale.-:,  $22.00. 
Paid  for  Fuel,  cash  $5.     Cash  sales,  $40.10. 
Discounted  at    6%    AV.  IVIilne's   acceptance,  as   per  B.  B.     Proceeds 

remitted  to  M.  Wismer,  together  with  cash  to  close  his  account. 

(Wismer  allows  5%  for  pi-ompt  paymont.)     Cash  sales,  $22. 
Beceived  cash  in  full  of  J.  McHardy's  note,  as  per  B.  B,     Cash  sales, 

$35.50. 
Sold  at  auction  for  cash  goods  to  the  amount  of  $300.     Paid  the  auc- 
tioneer witii  check,  $5. 
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30.  Paid  clerk's  salary  with  check,  $^0.     Cash  sales,  $40. 

31.  H.  P.  Smith  paid  his  note  witli  his  check.     Casli  sales,  $32.  GO. 

Inventoru's,  taken  Dec.  Stst. 

Merchandises — Goo<ls  romaiiiing  unsold $550  00 

Expense — Stove  on  hand 20  OO 

Furniture 14  QL» 

Total .^,")S4  00 

Result— Net  Gain,  $74.10. 

Note.— The  student  is  expected  to  write  out  all  checks,  drafts,  notes,  &c.,  as  he  would  in  actual 
business. 

SET   VII.— THE    JOURNAL. 

The  form  of  Journal  used  ia  connection  with  this  set  will  be  found  very 
practical.  It  has  spetdal  columns,  and  by  this  means  much  time  is  saved 
in  posting.  All  amounts  representing  the  cost  of  goods  purchased  will  be 
entered  in  the  column  to  the  left  hand  side  headed  "  Mdse."  The  corres- 
ponding column  to  the  right  hand  side  will  receive  all  amounts  of  sales. 
The  sums  in  these  columns  will  be  posted  in  to/al  at  the  end  of  the  month. 
All  the  other  amounts  will  be  posted  separately.  When  the  items  belong- 
ing to  any  account  are  very  numerous  a  special  column  should  be  used  for 
them.  It  is  quite  obvious  that  this  method  can  be  advantageously  em- 
ployed for  almost  any  kind  of  business. 

THE   CASH   BOOK. 

The  Cash  Book  is  used  as  a  principal  book  ;  that  is,  the  amounts  which 
appear  in  it  are  transferred  directly  to  the  Ledger.  It  has  three  columns 
on  each  side.  The  one  headed  '^  Mdse."  on  the  Dr.  side  will  receive  all 
amounts  of  cash  sales,  and  the  "Sundries"  column  will  receive  all  other 
amounts  of  cash  which  come  into  die  business.  The  footing  of  the  "Mdse." 
column  will  be  posted  to  the  credit  side  of  the  Mdse.  account  at  the  end  of 
each  week  ;''^  the  amounts  in  the  (Dr.)  Sundries  column  will  be  posted 
daily  to  the  Credit  side  of  the  accounts  producing  them.  The  footing  of 
the  "Mdse."  column  is  carried  to  the  "Sundries"  column,  and  the  total  is 
posted  to  the  debit  side  of  the  Cash  account.  The  "Expense"  column 
will  receive  all  amounts  paid  out  for  current  expenses,  and  its  footing  for 
the  week  will  be  charged  to  the  Expense  account  in  the  Ledger.  All 
other  amounts  paid  out  will  appear  in  the  (Cr.)  Sundries  column,  and  will 
be  placed  on  the  debit  side  of  their  respective  accounts  The  footing  of 
the  "  Expense"  column  is  carried  to  that  lia\ing  the  heading  "Sundries," 
and  the  total  placed  to  the  credit  of  tlie  Cash  account. 

The  Cash  Book  may  be  tested  every  day,  though  not  balanced  in.  a 
formal  manner. 

Although  it  is  customary  to  keep  a  Cash  account  in  the  Ledger  the 
pupil  will  see  that  such  can  shew  nothing  more  than  is  shewn  by  the 
Cash  Book.     This  Book  mij;ht,  therefore,  be  regai'ded  as  the  Cash  Account. 

*This  may  be  done  semi-monthly,  or  moiitlily,  if  desired. 
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huHiness,  inrcstiny  tlia  fullinviiuj  lie/iuwrci's  and 
Liabilities : — 

Sundries  To  (  J^'p"'«.."».":'=J'5=...) 

Effects  Invested : 

Mdse.  0  I  hand. 

Bills  Rcc.  ^  ote  aijainst  W.  Stephens 
a.i  per  li.  B.  \V.  Milne  x 
acceptance  as  per  B.  B 

Int,  c^'  Dis.  Interest  accrued  on  W. 
Stejihen's  note  as  per  B,  B. . 

H.  Foster         He  oices  me  on  aect. 

Jas.  Scott 


( .i''>p":.«..".'*'^.=.^^'^  )       To  Sundries. 

Liabilities  Assumed : 

'"-^'  Bills  Pay f Me. 
Note  famr  H.   Geonje  as 
j)er  B.  B. 

S-  John Pattei son. 
I  owe  him  on  acct. 


—    S 


John  Patterson    To  J\ldse. 

Sold  F.  Purvis  for  his  order  on  John 
Patterson, — 

3  pes.  Limn,  50  yds  each  @  ^    75 

16  yds.  Scotch  Tweed @    1.50 

3 _ . 

Mdse,  To  Bills  Paj/ahlr. 

Bot.  goods  as  per  inroice  of  H.  II. 
Bunting  on  my  acceptance  as  jter 
B.B. 
.   4 

Bids  lie  c.  To  Aid  ye. 

Sold  M.  MePlterson  for  his  accept- 
ance as  per  B.  l>., — 
150  yds.  Broadcloth. ....  @  $2.40 

Amounts  forward 
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*  When  there  io  a  lariije  number  of  15il's  receivalile  (here  should  he  a  oolunin  for  every  (hn/  in  the 
nioiith  instead  of  one  for  every  month  in  the  year  into  which  ti>  enter  (he  date  of  niatiiritv  r,f  ,,roh  note 
or  draft.    AH  the  notes,  &c.,  falling  due  duriny  any  particular  month  should  be  entered  on  the  same 
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l)is|iiisc(l  I  if. 


I    l| 


Time 

to 

Kuii. 


4  ms. 


raydhle. 


When  Due 

In 

teresfc. 

.Vinouiit. 

Payments. 

Year 

4 

c 
< 

01 

3 

"5 

CD 

s 

1 

1 

1  Oct. 

[Nov. 

d 

a 
..'7 

Rate. 

Sum. 

Date. 

Sum. 

1SS0 

(!0 

When  and  IIow 
Retired. 


paj;e  or  on  consecutive  jxi'.'es.  tlio  name  of  tii"  indritli  leinvf  placid  at  (lie  to)).  In  fl)e  column  Iieaded 
"No."  tlie  Jile  sliould  l)e  indicated  in  small  flj^urea  ot  letters  above  the  ligures  eNpressing-  tlie  number 
of  tl)(t  note.' 
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SET  VIIL-EXPLANATIONS. 

Tho  only  now  feature  of  this  sot  is  the  introduction  of  tlie  Sales  Book. 
Tills  l)ook  Ixnng  used,  the  Sales  column  in  the  Journal  will  be  dispensed 
with,  as  all  the  amounts  which  would  1)0  placed  in  it  will  bo  found  in  the 
Sal(!S  Book.  The  amounts  representing  the  cost  of  goods  pui'chased  may 
bs  i/iansferred  directly  from  the  Invoice  Book  to  tho  Ledger,  or  a  column 
for  ;;uch  amounts  may  be  in  the  Jouiiial.  In  either  case  the  total  for  the 
month  should  bo  posted  to  the  Dr.  si<le  of  the  Merchandise  Account.  The 
Cash  Book  will  be  tho  same  as  that  of  the  preceding  set. 

SALES   BOOK 

All  sales  of  merchandise  are  recorded  in  this  book.  When  goods  are 
sold  for  which  full  payment  in  cash  is  made,  it  is  not  necessary  to  enter  the 
items  in  this  book,  as  the  amount  can  be  carried  directly  to  the  "  Mdse." 
column  on  the  Dr.  side  of  the  Cash  Book.  When  part  j)ayment  for  goods 
sold  is  received  in  cash,  although  the  items  should  be  given  in  the  Sales 
Book,  the  amount  of  cash  received  should  not  be  extended  into  the  money 
column,  but  transferred  to  the  "Mdse."  column  of  the  Cash  Book,  only 
the  p;'.i't  paid  otherwise  than  in  cash  being  cai-ried  to  the  money  column. 

At  the  end  of  the  month  the  amount  of  the  Mdse.  column  of  the  Cash 
Book  i«  transferred  to  the  outside  column  of  this  book,  the  footing  of 
>vhich  AViil  then -shew  the  total  sales.  The  total  is  posted  to  the  Or.  side 
of  the  Merchandise  Account  in  tho  Ledger,  liy  examining  the  form  given 
the  student  will  see  tat  once  how  to  jjost  the  debits. 

SET    VHI.— BOOT   AND    SHOE    BUSINESS. 

Books  used. — Journal,  Cash  Book,  Sales  Book,  Bill  Book,  and  Ledyer. 

Jayiuary  3,  1S87 

Commenced  this  day  the  I'oot  and  Shoe  Busiuest,,  investing  cash  $2,000. 
Bought  of  Smith  «fe   Co.,  Toronto,  goods  invoiced  at  $1,200.     Paid  the 

same  with  cash.     Paid  lVcii,dit,  $]7.r)0;  drayage,  50c.* 
Emploved  A.  Bolger  as  clerk  •      $30  per  montli. 
Paid  Q,ixh.  for  Fuel,  $10,  ami  tor  a  set  of  books  for  store,  $6. 

January  Jf.. 
Deposited  in  the  Bank  of  Commerce  cash  $500. 
Sold  J.  McEachern  3  prs.  Men's  Kip  Boots  at  $4.50;  2  prs.  Mea's  Gaiters 

at  $3  ;  4  prs.  Women's  French  Kid  Button  Boots  at  $4.50  :  3  prs. 

Women' Si  Slippers  at  $1.20;  4  pi-s.  Boys'  Plain  Rubber  Overshoes  at 

60c,     Received  in  payment  A.  Taylor's  acceptance  at  6  mo.^.,  dated 

Sept.  1,  1HS6. 
Cash  sales,  $25.30. 


\\ 


*  All  amounts  i>;i"l  for  freight  and  dmjaije  on  goods  purchaxi'd  should  be  enterud  on  the  Dr.  side 
of  ]\ldsc'.  acct. 

If  the  dealiT  wishes  to  know  the  amount  he  pays  for  freiprht,  for  instance,  durinr^  a  term  of  husi- 
ni'su  he  will  open  a  FrciK-lil.  iieoonnt  j>'-I  dol'it  it  with  all  sums  ]>aid  for  (!i;j  t:'aii;^iiortation  of  goods  jnir- 
ehased.     This  .ncoount  nmst  be  oliwed  into  Mdse.  ,ii,'(.'ount  before  the  i  ooks  are  balanced. 


'' 


. 


bOOK-KEEPING. 


8? 


Book, 
ipensed 

in  the 
3(1  may 
colunm 
for  the 
b.     The 


lods  are 
nter  the 
'  Mdse." 
)r  goods 
lie  Sales 
e  money 
ok,  only 
)lumn. 
he  Cash 
oting  of 
Cr.  side 
■m  given 


■dyer. 
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January  5. 

Sold  WilHfim  Leeds,  <»ii  account,  2  prs.  Men's  French  Calf  JJals.  at  $4.50  ; 

1  pr.  Women's  Butt.  Calf  JJoots  at  f  2.70. 
Discounted  at  bank  A.  Taylor's  acceptance  at  G%,and  deposited  the  proceeds. 
Paid  for  Coal  Oil  $1.40. 
Cash  sales,  $27.20. 

January  6. 

Bought  of  Warner  &  Sons,  London,  an  invoice  of  goods  amounting  to 
$200.  Gave  in  payment  a  draft  on  the  liank  of  Connnefce  for  that 
amount,  })urchased  with  cash.  [I>anks  charge  ^%  for  issuing  drafts, 
therefore  a  diaft  for  $200  will  cost  $200.25.]     Paid  freight,  $3.50. 

Received  from  William  Leeds,  on  account,  cash  $5. 

Cash  sales,  $32.85. 

January  7. 

Sold  W.  H.  Martin  3  prs.  Men's  Imitation  Sandals  at  65c. ;  4  prs.  Women's 

Buff  Bals.  at  $1.40;  5  prs.  Women's  Felt  Slippers  at  $1.20;  2  prs. 

Boys'    Heavy   Boots   at    $2.50  ;    3    prs.   Boy.s'  Tie    Shoes   at  $1.80. 

Received  in  payment  his  sight  draft  on  J.  Sloan  for  $10,  and  his  note 

at  10  (lays  for  balance. 
Paid  for  Postage  and  Stationery  $2.30  Avith  ca.sh. 
Bought  of  Warner  &  Sons,  London,  goods  invoiced  at  $146.     Accepted 

their  draft  at  30  days  for  that  amount, 
Cash  sales,  $21.45. 

January  8. 

Sold  K.  McKendrick  3  prs.  Children's  Butt.  Boots  at  $1.10  ;  4  prs.  Mi.sses 
Goat  Lace  Jioots  at  $1.25;  2  prs.  Womeiv's  PoUsIkmI  Calf  Boots  at 
$2.50.  Received  in  payment  an  order  on  R.  Mills  for  $10;  the 
bal.mce  to  remain  on  account. 

Received  from  AV.n.  Leeds  his  note  at  10  days  in  full  of  account,  .$ — . 

Sold  Benjamin  Hill,  on  acc(3unt,  3  prs.  Men's  Stoga  Boots  at  $1.80, 

Paid  for  Advertising,  $2,50  ;  Telegram,  25c. 

Cash  sales,  $-10.20. 

January  10.  • 

Borrowed  from  C.  Cameron  a  $5  bill. 

Pnipaid  my  acceptance  favor  Warner  and  Sons  at  6%  with  my  check. 

Sold  to  J;is.  Mooney  43  prs.  Men's  C.ilf  Sewed  P>oots  at  $5;  50  prs.  Woman's 

P<  (1  ished  Calf  Boots  at  $2.   Received  in  ])aynient  his  note  at  1 0  days,  $ — . 
Cash  sales,  $39.50. 
Discounted  at  bank  Wm.  Leed's  note  my  favor.     Discount  allowed,  25c. 

Deposited  the  proceeds. 
Paid  C.  Cameron  the  amount  borrt)wed,  $5. 

January  11. 
Deposited  in  the  Bank  of  Commerce  cash  $200. 
Cash  sales,  $50.70. 
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Jmt/tiarji  12. 

Bought  of  El(l(M-tt;  Co.,  Hiuniltoii,  goods  invoiced  jit  .$.'500,      Arccptod  their 

draft  at  30  days'  siglit  for  SI 00.      l*;iid  iVcMght,  $5,  with  chock. 
11.  Mills  paid  the  order  on  him  received  t)ii  the  8th  iust.  with  his  check. 
Cash  sales,  $29.60. 

January  13. 

Sold  W.  Manning  80  pi's.  Glen's  Calf  Sewed   Bcjots  at  $5.     Received  in 

payment  liis  note  at  10  days. 
Cash  sales,  $10.70. 

January  Uf. 
Sold  ]|.  Mills,  on  account,  2  prs.  Men's  Stoga  Boots  at  $3  ;  1   pr.  Men's 

French  Calf  Boots  at  $4.50 ;  3  prs.  Misses  Prunella  Bals.  at  $1. 
Paid  S.  James  for  cleaning  store,  cash  $1.50. 
Cash  sales,  $16.28. 

January  l'>. 
Paid  clerk's  half-month's  salary  with  check,  $15. 
Sold  H.  Hughes  25  prs.  Women's   IJuff  Bals.  at  $1.50;  50  prs.  Misses 

Butt.  Bals.  at  $1.20.     Keceived  in  payment  his  sight  draft  on  Francis 

Bawden,  which  is  honored. 
Cash  sales,  $47.50 

January  17. 

Sold  Henry  Brown  2  prs.  Men's  Carpet  Slippers  at  $1.25;  4  prs.  Boys' 
Kip  Boots  at  $3.50;  2  prs.  Women's  Pebbled  Bals.  at  $1.30.  Re- 
ceived in  payment  A.  Embree's  acceptance  due  March  4,  1887. 

Lost  from  my  pocket  a  50c.  piece. 

Received  from  R.  Mills  his  note  at  30  days  in  full  of  account,  $ — . 

Cash  sales,  $28.80. 

January  IS. 

Sold  H.  J.  George,  Dundas,  100  prs.  Men's  French  Calf  Sewed  Boots  at 
$5.  Received  in  payment  a  draft  on  the  Bank  t)f  Commerce  for  the 
amount,  which  I  deposited. 

Remitted  Elder  &  Co.  on  account  a  bai  k  draft  for  $100,  which  I  pur- 
chased with  cash.* 

Paid  cash  for  Coal  Oil,  $4 ;  for  Writing  Desk,  $20. 

Cash  sales,  $35.20. 

January  19. 

Bought  of  Hurdon  &  Graham,  Guelph,  goods  invoiced  at  $550.  Discount 
off  5%.  Remitted  them  my  note  at  70  days,  bearing  interest  at 
5%,  for  $200,  and  my  check  for  balance. 

Cash  sales,  $24.35 

January  20. 

Prepaid  my  acceptance  favor  of  Elder  &  Co.  with  check.     Discount  at  5%, 
Gish  sales,  $37.60. 

*A8  a  rule,  banks  cliarge  25(j.  for  issuinsy  drafts  not  exceedingf  $200, 
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January  21. 

Keceived  cash  for  AV.  H.  IMai'tiii's  noto,  $ — . 

Jus.  Mooney  h.-is  renewed  his  note,     lioceived  in  p.-irt  p.-iynuMit  cash  $100. 

and  a  new  note  at  30  days  for  8-1  ^>,  l)earing  interest  at  5^. 
'^ash  yales,  JJ^.'JO.IO. 

Janitary  22. 

Kec(nved  from  K.  McKendrick    cash   iii   full  of  account.     iDeposited  in 

bank  cash  .$.'5,S(). 
Cash  sales,  .f  48.75. 

January  2//. 

Prepaid  my  nf>to  favor  of  Hurdon  it  (jialiam  witli  clieck.  Discount  at  6% 
[When  a  note  l)ears  intei'cst  its  amount  ^vhun  duo  is  discounted  for 
the  unexpiicd  time.] 

Cash  sales,  $2.5.20. 

January  2o. 

Paid  Elder  it  Co.  cash  on  account,  $30. 
Cash  sales,  $19,40. 

January  26. 
Sold  li.  Mills,  on  account,   1    pr.  Men's    Stoga    Boots   at  $3.G0  ;    3  prs- 
Misses  Polished  Calf  Pals,  at  $1.75;   1   pr.  Men's  Plain  Puckle  Ovei-. 
shoes  at  $1.75,  $--. 
Paid  cash  for  Oitice  Furniture,  $14.50. 
Cash  sales,  $23.30. 

January  27, 

Discounted  A.  Embree's  acceptance.     Fac(^  of  acceptance,  % — .     Discount 

allowed,  $0.35.     Proceeds  deposited,  $ — . 
Cash  sales,  $15.40. 

January  2S. 

Gave  Elder  it  Co.  my  note  at  one  month  in  full  of  account,  $ — , 
Cash  sales,  $21.96. 

January  29. 

Sold  H.  Corbfctt,  on  account,  1  pr.  Men's  Calf  Sewed  Boots  ut  $4.60. 
Cash  sales,  $31.20. 

January  SI. 

Paid  clerk's  half  month's  salary  with  check,  ,$15, 

Sold  by  auction,  goods  for  cash,  $400 ;  jjaid  auctioneer  $5. 


ill  " 


Inventories. 

Mdse.— Goods  on  hand  .^206  87 

Expense. — Writing  Desk  and  other  olHcc  furniture 31 

Int.  and  Dis.  — Interest  accrued  on  Jas.  Mooney 's  note  ....  29 

Result— Net  Gain,  $41.01  j  Net  Worth,  $2,041.01. 
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SALES    BOOK-SET    YTU. 
,  January  4>  1^S7. 


^/ 


J.  McEachern. 

3 prs.  Ilin's  Kij)  BooLh (a]  ^4.50 

2  "        "     Oaiters   "     S 

U    "    Womm's  Fr.  Kid  Butt.  Bouts  ....  "     4. .'JO 

3  "  "       Slipjin-H    "     l.-jo 

4  "  Boy's  Plain  Rub.  0.  S "        (10 

Bills  lice.  ■^-  Taylor's  acceptance  at  6  mos 


Willianh  Leeds. 


2  vm,  M<'n'.i  Freitrh  Bah @  $4.50 

1  pr.   Women's  Butt.  Ca/f "     2.70 

7 


ir.  H.  Martin. 


4 
5 

o 
3 

Cash-  * 
Bills  Rcc. 


3  prs.  Men's  Ini.  Sandals (a^  >$    Of) 


Women's  Biijf  Bals "  I.40 

"        Felt  Slippers    "  l.l.'O 

Boij's  Hear II  Boots "  I'.ilO 

"'      Tie  Shoes  "  J  .SO 

Siijlit  draft  on  J.  Sloan,  $10 ...... 

Martin's  note  at  10  ds 

S 


K.  McKendrich 


11.  Mills. 


3  prs.  Children's  Butt.  Boots    (a  St.  10 

4  "    Misses' a  oat  Lace  Boots    "     1.25 

2     "    Women's  Pol.  t'edf "     2.50 

Order  on  him 


Benjamin  Hill  

3  prs.  Men's  Sto(ja  Boots (<i),  $1.S0 

10 . 

James  Mooney. 

43  prs.  Men's  Sewed  Boots    (w,   $5 

60     "    Women's  Polished  Calf @     2 


Bills  Rec. 


2^ote  at  10  ds. 
11     — 


W.  Manning. 

30  prs.  Men's  Calf  Seined  Boots @   $5 

Bills  Bee.  ^'ote  at  lo  ds 
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*  This  amount  is  not  extended  to  the  money  foUnnn,  because  it  will  Im  tviiiistuired  to  the  Cosh 
Boolt,  and  therefore  find  its  way  to  the  Ledger  as  part  of  the  total  sales  for  the  month. 
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SHIPMENTS    AND    CONSIGNMENTS. 

It  occasionally  liappoiis  that  a  dcaUn'  has  gofxls  in  liis  possossioji  for 
which  ho  cannot  find  a  ready  sale  at  his  ])lac(;  of  business,  but  for  which 
there  is  a  good  market  soniewliere  else.  It  will,  in  such  a.  case,  evidently 
be  to  his  advantage  to  send  these  goods  Avlun-e  they  are  in  demand,  and  lo 
employ  a  person  doing  business  thei-e  to  ofler  them  for  s;de.  As  such 
goods,  though  shi})ped,  are  still  owned  by  tho  ju'rson  wlio  sent  tliem,  it  is 
obvious  that  he  cannot  tr(;at  them  as  property  which  IkUuis  sold.  Jt  is, 
therefore,  necessary  to  use  a  special  term  to  repres(nit  such.  The  r(!|)re- 
sentative  titles  "Shipment"  and  "Adventure"  are  the  ones  commonly 
employed. 

SHIPMENTS. 


Pebit  the  Shipment  for  the  value 
of  the  property  represented,  and  for 
all  expenses. 


Credit  the  Shijmient  for  tho  net 
proceeds. 


Oiwh 


The  entry  is  made  on  the  Dr.  side  when  tho  goods  are  shipped,  and  on  tlic  Cr.  siilo  wlien  trw  Ixorn^ 
Sales  is  rendered. 

The  person  sending  goods  to  be  sold  by  another  for  him  i:::  tomied  the 
Shipper  or  Consignor. 

If  the  shipper  wishes  to  close  his  books  before  an  Acct.  Sales  is  ren- 
dered, he  will  close  ^^  By  Bal.  Inventory"  and  carry  the  anuniiit  to  the 
Dr.  of  Balance  Acct. 

If  an  Acct.  Sales  has  been  rendered,  and  if  the  proper  entry  on  receipt 
of  it  has  been  made,  the  Dr.  side  shews  the  cost  and  the  Cr.  side  the  pro- 
ceeds of  the  Shipment ;  consequently,  the  account  will  close  into  Loss  aiid 
Gain. 

Different  Shipments  are  distinj^iished  one  from  another  l)y  niimhcrinj?  them,  and  V)y  attacliin-,'  the 
name  of  the  seller,  or  of  his  place  of  business  to  each.  Tho  third  shipment  sent  to  W.  Mason,  Montreal, 
for  instance,  might  be  styled  "Shipment  to  Mason,  Xo.  3." 

The  person  to  whom  the  goods  are  sent  for  sale  is  termed  the  Agent 
or  Consignee. 

When  the  Agent  receives  the  goods  he  takes  them  in  charge,  paying 
freight,  drayage,  ifec,  if  required.     It  may  also  bo  necessary  for  him  U) 
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store  them  away  for  a  time,  and  to  have  them  insured.  Although  the 
agent  may  do  all  this  ho  does  n  4  become  the  otvner  ;  he  merely  assumes 
the  management  of  them  until  they  are  sold,  or  ordered  by  the  Consignor  to 
be  re-shipped.  It  will  1)0  clear,  thei-efove,  to  the  student  who  undcistands 
what  the  JMdse.  Acct.  i-epi'csents,  that  it  will  be  necessary  to  open  a 
se})arate  account  to  represent  property  to  be  sold  on  the  account  and  risk 
of  another.     The  lieading  usually  employed  is  "  Consignmeilti" 

CONSIGNMENTS. 

Debit    the    Consignment   tor   all  Credit  the    Consignment  for  the 

values  paid  on  account  of  it,  for  the      jrruceeds  of  sales. 
amount  of  roinmiision  on  the  sales, 
and  for  the   net  proceeds  due   the 
shipper.  \ 

If  the  Shipper  is  not  paid  Avhen  the  Acct.  Sales  is  rendered  his  personal 
account  nujst  be  ci'edited  ;  l)ut  if  paid,  the  account  or  accounts  representing 
whatever  is  renatted  must  be  credited. 

When  a  large  commission  business  is  carrietl  on  there  will  likely  be  a 
number  of  consiginnents  partly  disposed  of  at  the  time  of  closing  the 
Ledger.  It  would  be  improper  to  render  an  Acct.  Sales  of  the  goods  sold 
unless  such  were  called  for,  and,  therefoi-e,  it  would  be  better  not  to  debit 
the  consignment  for  the  connnission  earned  on  the  guiuls  piirted  Avith.  But 
this  connnission  represents  value,  and  must  be  taken  into  consideration. 
The  simplest  and  most  logical  method  is  to  treat  such  consiginnents  as 
personal  accounts,  closing  them  as  they  stand  into  JJalance.  Enter  the 
commission  on  the  sales  effected  in  total  on  the  Ci'.  side  of  the  Commission 
account  "  By  Jial.  Jnventory"  and  carry  to  the  ])r.  side  of  Balance.  As 
manifestly  ought  to  be  the  case,  this  amount  is  placed  anu)ng  the  Re- 
sources, while  the  accounts  rei^iesenting  the  property  partly  sold  are  left 
undisturbed. 

When  the  new  Connnission  account  is  opened,  this  balance  will  be 
brought  down  to  the  Dr.  side  of  it.  As  the  consiginnents  are  disposed  of 
the  total  connnission  arising  fi-om  each  is  entered  on  the  Cr.  side  of  the 
Commission  Acct.  The  bringing  down  of  the  balance  from  the  old  account 
will  obviously  prevent  the  counting  twice  of  that  part  of  the  commission 
liat  was  before  credited. 

U  it  18  not  important  to  know  the  exact  fjaiii  or  loss  for  the  term  of  business,  the  commissions  on 
.A)nsiirnmcnts  partly  disposed  of  may  be  disregarded  at  f  lie  time  of  closing. 

nifferent  Consignments  arc  distinguished  from  one  another  by  nmnbering  them  and  by  making  use 
of  the  names  of  the  Shii)pei"s.  The  second  <'(insignment  received  from  William  Wilson,  for  instance, 
might  be  styled,  *'  Wilson's  Consigmnent,  Ko.  2." 

W.  H.  Smith,  Guelph,  Ont.,  ships  to  W.  Mason,  Montreal,  40  bbls.  Extra 
Flour,  at  %\  per  bbl.,  to  be  sold  on  the  account  and  risk  of  the  Shipper, 
who  pays  $10  shipping  expenses  with  cash. 
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On  making  the  shipment,  Smith  will  send  Mason  a  letter  advising  him 
of  the  same,  and  he  will  enclose  the  invoice  of  the  goods  shipped. 

(Advice  of  Shipment  sent  by  Smith.) 

Guiii.Pir,  Oct.  1,  1886. 
W.  Mason,  Esq., 

Montreal,  Que. 

Dear  Sir, — I  have,  this  day,  forwarded  to  you  Flour,  as  per  Invoice 
enclosed,  to  be  sold  on  my  account. 

Hoping  that  a  profitable  sale  may  be  effected  at  an  early  date,  I  remain. 

Yours  respectfully, 

W.  Jl.  ^^MlTll. 

(Invoice  enclosed.) 

Invniep,  of  JfO  hhJs.   E.xtrd,  Flour,  shipped  per  (}.  T.  I\.,  Oct.   I, 
1886,  to  If.  Mason,  Montreal,  to  he  sold  on  comniission. 


40  hlds.  Extra  Flour  at 'S-} 


K  ,i-  O.  E. 

(Iticlph,  Oct.  1,  1SS6. 


W.  H.  SMITir, 

t'oiini'diiDr. 


160 


too 


(.Mason's  Acknowledfjvient  on,  lieccApt  of  the  Consii/nmi'iif.) 

MoNTKKAL,  Oct.  5,  ls,s(;. 
W.  H.  Smith,  Esq., 

Guelph,  Ont. 

Dear  Sir, — l  have,  this  day,  received,  in  good  condition,  your  consign 
ment  of  Flour  as  per  Invoice  of  the  1st  inst. 

As  prices  are  good,  I  shall  ])ut  it  on  tin;  market  iiiniicdi.itcly. 

Yours  t  luly, 

W.  MASON. 

Mason,  on  disposing  of  the  consignment,  will,  as  soon  as  convenient, 
send  the  shipper  a  statement  shewing  the  amounts  received  for  tlu;  goinls 
and  also  the  charges,  such  as  freight,  storage,  conuuission,  Arc.  Such  a 
statement  is  termed  an  Account  Sales. 
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(Tlie  Accoiini  Sales  rendered  by  Mason.) 

Account  Sales  of  ^0  hhls.  Extra  Flour,  received  per  G.  T.  H., 
Oct.  r>,  18S6,  frovh  W.  H.  Smith,  Gitelph,  Out.,  to  he  sold 
on  conim'ission. 


1886 
Oct. 


OH. 


S 


Sales. 

Sold  for  C(tsh, 

40  bbls.  Extra  Flour,  at  $0 

Charyea. • 

Freujht 

Commission,  Sy^  on  Sales 

W.  H.  Smithes  }ict  proceeds,  placed  to  his  credit , 

E.  d'  0.  E.  w.  mason; 

Cotisiijnee. 
Monfre<7l,  Oct.  8th,  ^SSn. 


30 

7 


20 


240 


37 


20^ 
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TRANSACTIONS. 


EXAMPLES. 


JOUHNAU 


1.  Student  shipped  to  Dick- 
son for  sale  on  commission 
1200  bbls.  Flour,  which  he 
bought  of  Jas.  Keene  at  $5  per 
bbl.,  giving  in  payment  his  own 
note  at  10  days  for  $1200, 
Keene's  note,  then  due,  for 
$1000,  and  a  check  on  the 
Molson's  Bank  for  balance. 
Student  paid  shippingexpenses, 
$50,  with  cash. 

2.  Dickson,  on  reciept  of  the 
Flour,  paid  freight,  $60,  with 
his  sight  draft  on  J.  B.  Wilson, 
and  drayage,  $10,  with  his 
check  on  Merchants'  Bank. 

3.  At  the  request  of  Student 
Dickson  purchased  800  bbls. 
Flour  at  |4.50,  for  which  he 
paid  cash,  and  added  the  same 
to  the  consignment.  He  paid 
freight,  $25,  and  drayage,  $5, 
with  his  check  on  Merchants' 
Bank. 


(Student's  entry.) 

ShipH  to  Dickson    JJr 

To  Bills  Patjahle... 
•'  Bills  Jieceivahle. 
"  Molsona  Bank, . 
"  Cash 


(Dickson's  entry.) 

Student's  Consg't     Dr 

To  J.  B.  Wilson.... 
"  Merchants'   Bank 


(Dickson's  entry.) 

Student's  Constft    J)r 

To  Cash 

"  Merchants'  Bank 


G050 


70 


3030 


1200 

1000 

3S0O 

50 


60 
10 
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TRANSACTIONS. 


JOURNAT* 


4.  Dickson  sold  tho  -whole 
consignment  (less  10  bbls.  dam- 
aged) to  Robei*t  Fullerton  at 
$5.50,  and  received  in  payment 
his  own  note  for  $2000,  then 
il  te,  on  which  there  had  ac 
crued  $150  interest;  Fuller- 
ton's  sight  draft  on  John  Camp- 
bell for  $1200,  and  a  draft  on 
the  Bank  of  Montreal  fur  tlus 
balance. 

5.  Dickson  charged  2c.  per 
bbl.  for  buying,  3c.  per  bbl.  foi- 
selliiij^^  $20  for  storage,  $15  for 
cooperage,  $10  ior  insurance, 
and  rendered  an  Account  Sales, 
remitting  Fullerton's  sight 
draft  as  above,  and  a  draft  on 
the  Merchants'  ]ik.,  purchased 
with  cash,  to  settle  in  full  with 
the  shipper. 


(Dickson's  entry  ) 

Billn  ])ai/ahle  Dr 

ltd.  tt  Din.  " 

Cash  " 

To  Stndenl'a  Com<St 


(Dickson's  entry. ) 

SImhnCs  Cuusijt      Dr. 
To  Commisniuit 
"  Storaije    . .  . . 
"  C'o()]ier(ii,3  .  . 
"  IiiKuraurc.    .  . 
"  Cash  


(Student's  entry.) 

Cash  J)r 

Int.  .0  D'lK.  " 

To  Shi/i^t  to  Dickfiun 


2000 

J-,0 

S7'JL 


7^4^. 


7110 


lODA.-, 


/<> 
20 
15 
10 

7L.", 


no 
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EXERCISE    I. 

1.  (^.*."!!!!"*'^^''."1'-")  shipped  to  Smith  for  sale  on  commission,  Mdse.  iu\oiced 

at  $1,500. 

2.  Smith,  on  receiving  the  goods,  paid  $10  freight  with  cash. 

3.  Smith  sold  the  wliole  con.signmeiit  for  $1,800,  and  received  in  payment 

a  check  on  the  Molsons  Bank. 

4.  Smith  charges  3%  com.  for  selling,  and  rend'.'rs  an  Acct.  Sales,  remitting 

a  check  on  tlie  Bank  of  Commerce  to  cover  net  proceeds, 
(a)  Give  student's  Journal  entries. 

(h)  Write  student's  letter  to  Smith  on  making  tho  shipment, 
(c)  Give  Smith's  Journal  entries. 

((/),  Open  Smith's  Ledger.     Shew  how  to  close  tho  accts. 

EXERCISE    II. 

1,  (^.V.'.'?.?."V!!.'?^^???.':)  shipped  to  A.  !Megi'aw,  to  be  sold  oji  connnission,   2,000 

bush.  Fall  A\'heat,  at  $1  per  bush.      Faid  shipi)ing  expenses,  $40 
with  his  Note  at  GO  days. 

2.  Megraw,  on  receiving  the  consignment,  paid  $10  for  unloading  with  his 

note  at  10  days,  and  $15  for  drayage  with  cash. 
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3.  Megraw  sold  the  consigmnent  to  F.  Corbett  for  $2,600,  and  received  in 

payment  his  own  note  for  .i?2()0,  A.  Blue's  note  for  .^300,  an  order 
on  James  lirown  for  $  100,  a  cheek  on  the  Merchants'  Bank  for 
|!300,  the  balance  to  remain  on  account. 

4.  Megi-aw  rendered  an  Aciit.  Sales,  charging  2%  for  commission,  |%  for 

insurance  and  !i?30  for  storage. 

(a)  Give  student's  Journal  entries. 

[h)  MaiCC  out  the  Acct.  Sales  (4). 

(r)  Give  Megraw's  Jouriiiil. 

((/)  Classify  the  accounts  in  M(>graNv's  Ledger. 

EXERCISE    III. 

1  Smith  shipped  to  (^•'::,'.';.'.'.''"?';','.:::: )  to  be  sold  on  the  acct.  and  risk  of  the 
Shipper,  100  l)l)ls.  Extra  Flc.ur  at  $5:  400  bush.  Fall  Wheat  at  $1, 
and  paid  sliii)piMg  expenses,  $30,  with  his  sight  draft  on  C. 
]^ickson. 

2.  (^*"'^!=.".^'.'!.^?A:.''.':•),  on  receipt   of   the   consigiunent,  paid  fi-eight,  $40,  with 

his  draft  .at  60  days  on  A.  Camj)bell ;  charges  for  unloading,  $15, 
with  his  check  on  liank  of  Connnerce;  and  draya^  e,  $10,  with 
his  order  on  Wm.  Muir. 

3.  (Students Nanu:^  g^^jj  y,g  ^^1,,^^  ^f,  Jjimcs  Johnson  at  $6.50  per  bbl.,  and 

received  in  payment  a  sight  draft  on  H.  A.  May  for  $20  :  a  draft  at 
30  days  on  W.  Milne  for  $20 ;  and  check  on  the  Molsons  Baidc  for 
balance. 

4.  («'.'.V.'.=.!l^:.!.N;'.i:i.^ )  sold  the  Wheat  to  C.  Kerr  at  90c.,  and  received  in  pay- 

menthis  note  for  $30,  and  a  check  on  Bank  of  Conmierce  for  balance. 

5.  (^"!'!.'-:!!f;'/!.:MV.'.'.v:-)  charged  2^%  connnission  for  selling,  $15  for  storage,  and 

rendered  on  Acct.  Sales,  remitting  a  Bill  of  Exchange  bought  at 
f  %  pi't^ittium  with  net  prot;eeds. 

(a)  Give  student's  Journal  entries. 

(b)  Give  May's  entry  and  also  Milne's  entry  (3). 

(c)  Write  all  the  student's  correspondence  with  the  Consignor  in  the 
order  of  its  occurrence. 

(c?)  Give  Smith's  Journal. 

EXERCISE   IV. 

1.  Bought  of  B.  Mills,  on  3  months'  credit,  goods  valued  at  $200.     Paid 

freight  on  the  same  in  cash,  $4. 

2.  Received  Wm.  Henderson's  note  at  3  months  in  payment  of  account, 

$50. 

3.  Received  cash  for  the  sale  of  J.  Scott's  goods,  $40. 

4.  Discounted  for  H.  Hill  his  note  (No.  4)  @  4  months,  for  $500 ;  Dis- 

count off,  $10.  Paid  Net  Proceeds  h  in  goods  from  store  and  ^  iu 
goods  from  J.  Scott's  Consignment. 
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5.  (lljive  R.  Mills  our  cheek  on  the  ISFolsons  Bank  foi-  !?100. 

ti.  Shipped  by  the  G.  T.  H.,  by  order  jind  i{)y  ucct.  t»f  Tayloi-  it  Co.,  an 

lnv<tice  of  goods  iiniounliiig  to  >?.*»()().      Paid  freight  on  the  same  in 

cash,  i"?'-'.").     My  c(tniniission  at  3/^  is  ^lo. 
7.  Lent  J.  Smith  cash,  .*"). 
H.  Found  in  till  a  counterfeit  810  bill. 
!).  liought  at  an  auction  sale  JNIdse.  for  cash,  $200:     Sold  it  immediat(Oy 

at  an  advance  of  5  /  receiving  a  check  in  payment. 
10.  Received  cfish,  from  J.  Smith,  .*">.  (7). 

(a)  (live  the  Journal  entries. 

(/>)  AVi'ite  the  connnunication  to  Tayloi*  it  Co.  in  No.  6. 

(r)  AVhat  is  the  object  of  keeping  a   Freight  Account?     How  should  it 
close  ? 

{(/)  Does    transaction   No.    G    affect    the    Freight   Account?     Explain 
fully. 

EXERCISE    V. 

1.  Received  from  Massey  &  Co.,  for  sale  on  their  account,  an  invoice  of 

goods  amounting  to  .$S00.      Paid  freight  in  cash  f^'20. 

2.  Accepted  INlassey  it  Co's  draft  on  us,  owing  to  the  above  consignment, 

for  $400. 

3.  Sold  E.  H.  Paiks,  on  his  note  at  6  months,  indorsed  by  F   Lawton, 

niei'chandise  from  Massey  it  Co.'s  Consigmnent,  $300. 

4.  Shipped  to  S.  ])avidson  it  Co.  400  bush.  J'^dl  AMieat  at  $1.00;  300 

bush.  Spring  Wheat  at  90c.,  for  their  account  and  by  their  order. 
Paid  freight  and  other  charges  with  A.  lU-ook's  acceptance  at  60 
days,  $24. 

5.  Shipped  to  S.  Davidson  it  Co.,  for  sale  on  my  account  and  risk,  200 

bush.  Fall  Wheat  at  $1.10.      Paid  freight  on  same  per  check  $8. 

G.  Shipped  to  M.  L.  Sanderson,  300  bush.  Fall  AVheat  from  IManning  it 
Macpherson's  Consigmnent,  No.  1.  Paid  freight  on  the  same  by 
giving  an  order  on  A.  G.  Hay  for  $25. 

7.  Paid  W.  Huston's  sight  draft  on  me  for  $500  in  favor  of  John  Doyle, 
with  goods  from  store,  $300 ;  goods  from  Massey  «fc  Co's  Consign- 
ment, $100;  check  for  balance. 

(a)  Journalize  the  foregoing. 

(b)  Draw  the  note  for  No.  3. 

(c)  Make  the  sight  draft  for  No.  7. 
((/)  Make  out  the  invoice  for  No.  4, 
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SET    IX.— GRAIN    AND    COMMISSION    BUSINESS. 

Books  used — Jouriial^  Ledytir,  Canh  Hook,  and  Hill  Jiook,  the  last  as  an 

auxiliary. 

Nov.  1,  ISSO.— ( ^i'"''^"':'"""'"':: )  commenced  the  Cniiii  and  Com- 
mission business,  investin*^  us  follows: 
liesources.— Cash  on  hand,  $1,500;  400  Imsli.  Fall  Wheat  at  $1 ; 

1,000  hush.  Oats  at  40c. ;  K.  Mills  owes  on  account  $400. 
Liabilities. — -I  owe  W.  Marling  on  account  $100,  and  F.  Fraser, 

on  account,  $50. 

2.  Deposited  in  iJank  of  Commerce  $1,400.     Shipped  to  Fisher  &  S<m, 

Montreal,  to  be  sold  on  my  account  and  risk,  500  bush.  Oats 
invoiced  at  40c. ;  200  bush.  Fall  Wheat  invoiced  at  $1.  Paid 
shipiiinj^  expetis(!s  with  cash  $20. 

3.  Bought  of  W.  Young  500  bush.  Wheat  at  90c.     Gave  in  payment  my 

di-aft  at  30  days  on  11.  JNIills  for  $400  and  check  for  balance. 

4.  Received  from  R.  ]<\)wler,  Kincardine,  to  be  sold  on  his  account  and  risk, 

1,000  bush.  Barley,  invoiced  at  45c.     Paid  freight,  $30,  with  cash. 

5.  Accepted  W.  Marling's  draft  on  ine  at  10  days'  sight  in  favor  of  (J. 

King  for  $100. 

6.  Sold  fi-om  R.  Fowler's  Consignment,  No.  1,  to  J.  Matheson  500  bush. 

Barley  at  45c.     Received  in  payment  his  note  at  30  days. 

8.  Shipped  to  Fisher  &  St)n,  Montreal,  (2nd  shipment,)  400  bush.  Oats 

invoiced  at  40c.  and  500  bush.  Wheat  at  90c.  Paid  shipping 
expenses  $40  with  my  order  on  Fisher  ^  Son. 

9.  Bought  of  John  Young,  on  one  month's  credit,  1,000  bush.  Oats  at 

35c. ;  500  bush.  Barley  at  50c.  and  300  bush.  Wheat  at  80c. 

10.  Sold  Tait  k  Co.  500  bush.  Oats  at  42c. ;  300  bush.  Wheat  at  $1.05. 

Received  in  payment  an  order  on  Robert  Ewing  for  $200,  the  bal- 
ance to  remain  on  account. 

12.  Fisher  &  Son  rendered  an   Account   Sales   of  the  goods  shipped  to 

them  on  the  2nd  inst.  They  remitted  my  net  proceeds  in  cash, 
$450,  which  I  innnediately  deposited. 

13.  Robert  Ewing  jiaid  liis  order  received  from  Tait  tfe  Co.  on  the  10th 

inst.  with  his  check  $200. 

15.  Sold  for  cash  to  L.  M.  Stark  500  bush.  Barley,  at  52c.,  being  the  re- 
mainder of  R.  Fowler's  Consignment,  No.  1.  Deposited  in  bank, 
cash  $400.     Paid  :Marling's  draft  of  the  5th  inst.  with  check  $100. 

37.  Closed  R.  Fowler's  Consignment,  No.  1,  and  rendered  an  Account  Sales. 
Connnission  2%  on  sales,  $ — .  Storage  2c.  per  bush.,  $ — -.  Check 
I'emitted  for  net  pi-oceeds. 

18.  Bought  of  M.  C.  McCaul  600  bush.  Oats  at  30c.     Gave  in  payment 

my  note  at  30  days  for  $100  and  my  order  on  Tait  &  Co.,  for  $80. 

19.  Shi[)ped  to  Sloan  ife  Williams,  Montreal,  to  be  sold  on  my  account  and 

risk,  1,200  bush.  Wheat  invoiced  at  80c.     Paid  shipping  expenses, 
),  with  cash  $20  and  my  sight  draft  on  Tait  &,  Co.  for 


DOOK-KKKI'INO. 


^6 


ESS. 
last  as  an 

and  Com- 

mt  n,t  $1  ; 

JO. 

^\  Fiviser, 

r  tk  Son, 
xah.  Ojits 
:l.     Puid 

nient  my 
L'e. 

Hiul  risk, 
ith  cash. 
*^or  of  a. 

00  bush. 

sh.  Oats 
'l»i])piiig 

Oats  at 

3. 

t  ,f  1.05. 
tlie  bal- 

ped  to 
u  cash, 

le  10th 

the  re- 
i  bank, 

$100.    ■ 

'>  Sales. 
Cheek 

y^nient 
r  $80. 
it  and 
enses. 


20.  Boujtfht  of  A.  Hilkci-  1,300  buslj.  AN'hcat  at  HOe.    Gav(!  in  payment  my 

cheek  on  the  bank. 
23.  Received  from  Fisher  tt  S<»n  an  Account  Sah's  of  my  'Jnd  sliipm(>nt 

made  to  them  on  the  8th  inst.     Ket  i)roeeeds  $700,  which  is  j)laced 

to  my  credit  in  their  books. 
27.  Received  from  R.  Fowler,  Kincardine,  (2nd  Cons^t.)  to  })e  sold  on  his 

account  and  risk,   1,000   bush.    ]?arl(y.     Paid  frei«,'ht,  $25,   with 

check,  and  drayage,  $15,  •with  cash. 

29.  Sold  Robert  Walker,  400  bush.   ]?arley  from    R.  Fowler's   C(.nsf,H, 

No.  2,  at  55c.     Received  in  payment  his  note  at  30  days  for  $100, 
and  his  sight  draft  on  Jas.  Johnson  foi*  balance,  $120. 

30.  Discounted  J.  Matheson's  note  as  per  ]i.  R.     Discount  allowed,  $15. 

Net  proceeds  dej)osited  in  Rank. 

Inventorivs,  Nov.  30,  1SS6. 

Mdse.— .SOO  bush.  Wlieat  at  9()c. ;  1200  bush.  Oats  at  :?0c. ; 

r)00  bush.  liarley  at  55c.     Total |!905 

Shipment  to  Sloan  &  Williams,  No,  ] 9U0 

Commission— 2%  on  the  part  sold  of  J!.  Fowler's  t'oiisgt. 

No.  2 4  40 

NoTK.— All  the  corresjiondfiice  in  connection  with  this  set  is  to  be  sjsteniatieally  done  hy  the 
atud'-nt  as  in  actual  biisinui<s. 

Sta  fern  put- Set  IX. 
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Til  tlui  ]ir'«n'ioui4  part  of  this  cliuptci",  it  M'fis  llin  hIiii  to  csiuljlish  tlio 
principles  uii<lt'i'lyiiig  tho  ])r(>p('r  iiU'thotU  <»t'  defiling  with  Hhipineiits  and 
consignUK'nts.  Tluj  studtMit  who  h.is  grasped  theso  pi'ineiples  is  now  in  a 
position  to  niako  a  practical  ajipliealion  ot"  them.  As  each  branch  of  tho 
Shipping  and  Coinniissidii  business  luis  its  own  ])0(niliaf  rc(|uirein«Mits,  it 
would  b(!  beyond  the  -icope  of  this  work  to  discuss  theso  in  particular.  All 
that  cat!  be  done  is  to  exemplify  in  a  general  way,  a  metluKl  'which  is 
thoi'oughly  practical,  and  whitrh  can  easily  be  inoditied  so  as  to  iii(!et  tho 
demands  of  any  particular  cas(3.  Tho  books  used  are:  a  Comuiissioa  In- 
voic(i  Hook,  Connnission  Sales  Book,  Journal,  Cash  Jiook,  liill  Book,  and 
Ledger. 

THE   COMMISSION  INVOICE  BOOK. 

This  book  is  the  one  into  which  the  first  entry  of  a  consignment  is  made. 
When  the  invoice  sent  Ijy  the  shipper  is  rectuved  by  tlm  consignee,  he 
eith(U'  pastes  the  original  invoic*^,  or  enters  an  absti-act  of  it,  into  this  book. 
He  will  also  number  tin;  consignments,  respectively,  1,  2,  l^,  itc.  As  soon 
as  a  consignment  is  received,  the  invoice  will  be  checked,  the  title  of  tho 
consignment  being  entered  (n.'d  ink)  in  tlm  margin,  and  eveiy  box,  ])a(;k- 
ag(^,  itc,  bt'longing  to  it  will  be  marked  with  the  (llstiiKprinkiiKj  numl)ep 
given  to  it.  Ditlerent  consignuMMits  from  tho  same  pers(»n  should  be 
mai'ked  A.,  B.,  etc.  For  (>xampl(^,  the  third  consigmnent  received  from 
Thos.  Murray  nught  be  entitled:  "(10)  Thos.  Muri-ay's  Consgt.  C,"  and 
tlui  fourth  :  "(IS)  Tlios,  Murray's  Consgt.  J )."  Tho  letter  of  the  alphabet 
shciws  the  order  among  those  received  from  the  same  person  or  tirm  ;  while 
the  number  siiews  the  order  among  those  received  fi-om  all  parties.  The 
Commission  Invoice  Boi>k  is  used  merely  as  an  auxiliary. 

THE  COMMISSION   SALES  BOOK. 

Wlienever  a  consignment  is  received,  an  account  is  opened  with  it  in  this 
book,  having  as  its  title  that  givtMi  to  it  in  the  Com.  Invoice  Book.  This 
account  is  del)ited  only  foi'  the  actual  amount  which  it  co><ts  the  consignee 
for  fi-eight,  drayage,  storage,  itc.  It  is  credited  with  all  aiiiuunis  of  sales 
as  they  occur.  The  method  of  posting  from  this  book  will  be  readily  under- 
stood on  examining  the  form  shewn  on})p.  100  and  101.  Cash  transacti«ms 
are  not  posted  from  this  book,  but  carritul  to  tho  Cash  Book.  (No  Cash 
Account  is  ke})t  in  the  Ledger,  as  such  would  only  cause  additional  work). 
When  the  goods  belonging  to  a  ctaisignment  ai-e  all  sold,  the  account  is 
chartred  with  the  connnission,  and  an  Account  Sales  is  rendered.  If  the 
net  j)roceeds  are  not  remitted,  the  account  in  this  book  may  be  left  open; 
or,  it  may  be  closed  and  the  net  proceeds  may  he  placed  to  the  credit  of 
the  consignor  in  tla;  Ledger.  If  the  net  proceeds  are  remitted,  the  account 
with  the  consigmnent  must  be  closed.  The  Com.  Sales  ]^ook  should  be 
indexed  just  like  the  Ledger. 

NoTK.— In  makiiitr  out  the  slips  showing  the  sales,  the  clerks  will  use  the  Consijfnment  numbers,  as 
these  are  quite  sutflcietit  to  identify  tlie  jjoods  sold.  Much  time  is  saved  by  using  the  distin(pii8hin|f 
numbers  o(  the  consignments  instead  of  their  full  titles. 
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SET    X. -EXPTjANATIONS. 

Tu  this  s«'t  thi^  bonks  finni  wliich  tlu^  )M»stin<;  is  ddiic  fire;  th<»  CmsIi 
liook,  tlouni.il,  iiii<l  ('oiiiiiiissidii  S.ilt'S  Uuok.  All  cash  transaction!*  .'irc 
transt'crrcil  from  tlu^  C'jish  Hook  to  tlm  iicd^'cr,  such  of  tlicni  as  iirc  con. 
n(»ctt'(l  with  (.•onsi^fnnicut.s  b('in<^  lii-st  caiiicd  from  tlm  Connnissiou  Sales 
I'ook  to  th(<  C-ash  Hook.  Ijidics  bcloiiifinic  to  consignments  a]t|)cafin  the 
('onnnission  Sales  liook,  and  all  exce|)(in<^  those*  in\ol\inir  cish  ai-e  ])oste(l 
tlierefi'om  to  t  Ik^  licrl^jfer.  <  Xlier  transactions  arc*  entered  into  the  . I  ouinal. 
At  the  time  of  closiiii;,  it  must  be  remembere(l  that  the  Commission  Sales 
Jlook  forms  j)ait  of  the  J^edger. 

SET    X.— SHIPPING     AND    COMMISSION. 

liookn  UH^l — Conunixf^'ioii  /iirolcc.  Jioo/,;  Coiuiiilssiou  Sali  s  />(«>/■,  Caxli 
Jjook,  li'ill  liook^  Join'iKil  and  Li-ilijn'. 

,  March  /,  1SS7. 

(  f^tiiiKiifs name.  ^  ],;,^  (|,j>^  ^\.^y  commenced  a  (leneial  Shipping  and  Com- 
mission ])usiness,  with  tin;  following  Ke.soiwces  and  Liabilities: 

]{('.soure(>s. — Cash  on  hand,  !?*J,o*"'5  (loods  in  stoi-e  valued  at 
.$l,L'r)0;  I).  (Dunn's  note  for  ^I'M),  dated  Feb.  1,  jSST,  drawn  at 
.3  mos.,  and  bearing  interest  at  7/'  ;  interest  accrue(l,  .^ —  ;  A. 
C  McKay  ow(\s  me  on  account,  'f^'T). 

Lial)ililies.— I  owe  J.  H.  Steele  on  account,  81  •">0. 
Engaged  11.  A.  iVrcLaren  as  book-keeper  at  !i?r)0  p««i'  month,  and 
John  Hoyd  as  cli-rk  at  i^'M). 

Took  out  o})eu  ]»olicy  of  insui'ance  on  wai'chonse  and  contents  for 
.^oOtM)  at  -^   ' .     Paid  i)remium  with  cash,  8 — . 
?>.   Deposited  in  the  Baidc  of  Connnerce  cash,  81,500. 

Shipi)ed  to  V\.  ^I.  ]\rercei',  Toron1(»,  15  Dicssed  TTogs,  9,720  lbs.,  at 
C).',('.,  to  be  sold  on  my  account  /ind  risk.  Paid  shipping  exjienses 
with  my  clu'ck,  8-"'' 

Paid  cash  for  l-'uel,  810. 
5.   Received  from  A.  (1.  .McKay  on  account  10  tubs  Putter,  450  lbs.,  at  1  tc. 
Gave  J.  ]r.  Steel(!  my  note  at  10  days  in  fidl  of  account,  8— • 

7.  Keceived  from  Peter  j\lc( J regoi",  PaisKy,  to  b(>  sold  on  conniiission,  his 

first  consignment,  consisting  of    ISO    l)l)ls.  J-'lour,   in\<iiced  at  84. 
Paid  freight,  8*jO,  with  my  check,  and  drayage,  Sl'O,  with  cash. 

8.  Sold  Richard  Baxter  100  bbls.  Flour  from  Peter  .Mc(  I  ivgor's  Consign- 

ment at  8-^-00.  Received  a  sight  draft  on  F.  S.  Soiby  for  8:500, 
an  order  on  P.  H.  Somers  for  81*^0,  and  a  t-heck  on  the  Merchants' 
Rank  for  balance,  8 — • 
10.  Received  from  R.  ^l.  Mercer  an  Account  Sales  of  shipment  to  him  of 
the  3rd  inst.  Net  proceeds,  8750.  Hvi  remitted  a  (.Iraft  on  the 
Molsous  Bank,  purchased  with  that  amount.  (Exchange  ^}^.) 
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11.  Sold  A.  II.  Maimiii<,'  HO  libls.  Flour  from  IMrv  Mt(ii(';4(»r'.s  Consipn- 
uiont  at  .^5.  liticoivcd  ir  piiyiacnt  Sfiiiiucl  JJfirkcr's  iiotn  for  ^200, 
diitful  Jun.  14,  1HH7,  »•<.  *  ni.v  ,  on  wliij'h  T  am  ailowcul  <liscourit  at 
tho  rato  of  G%  f <  i*  uii<":|iircvi  tiiiio;  tlio  halanco  to  remain,  oil  ac- 

0(»llllt,  -S  — • 

]{oct'ive(l  fi'om  E.  V.  Kit-o,  Ouclitli,  to  bo  s(»l(l  on  commission,  50  ko^s 

Huttor,  2,2i>0  1I)S.,  invoiced  at   l.'Jc.     Paid  fivight  with  my  check, 

}i?7.r)(),  iind  dr'.y  i-c  wiui  cash,  .^2.50. 
lU-ndcrctl   I'ctcr  IShrdrc^or  an  A<<t.  Sales,  charging  him  2|%  corn., 

^~)  for  stoi'ag(%  and  $^  l..'iO  for  insurance. 

]{eceiv(Ml  fi'om  A.  G.  McKay,  his   note  at  GO  days,  in  full  of 

account,  $ — . 

Paid  for  Tc^legram,  cash  2r)c. 
IG.  Peceived  fi-om  Peter  MctJregor,  Paisley,   wits  second  consigmnent  of 

Flour,  120  l)l)ls.  at  $1.80.     Paid  freight  with  njy  check,  !$10,  and 

drayage  with  cash,  .$10. 
17.  Sold  Alex.  Mann  on  account,  20  Dressed  Hogs,  3,000  lbs.  at  .fG. 20 

jH'r  1  cwt. 
IS.  Pemittc*!  Peter  McGregor,  on  account,  D.  Gunn's  note  as  per  B.  P., 

allowing  discount  at  tho  rate  of  ii'/^,  and  cash  for  balance,  S — . 

(As  tliis  note  bears  interest,  tho  amount  when  due  must  be  dis- 

countt'd  at  G /{  for  tho  unexpired  time.) 
21.  Sold  Wm.   lv»!efer  from  E.  P.  Rice's   Consignment  30  kegs  Butter, 

1,120  lbs.  at  loc. ;  fi'oni  Peter  McGn^gor's  second  Consignment,  40 

bbls.  Flour  at  Jif'o.HO.     Received  in  paynient  a  draft  for  $100  at  30 

days'  sight,  on  J3.  C.  Mallory  ;  a  sight  di-aft  on  A.  Hilker  for  $150, 

and  a  check  for  balance,  $ — -.     (Mallory 's  acceptance  taken  at  a 

discount  of  2%). 
Deposit('(l  in  the  ]*ank  of  Commerce,  cash  $1,000. 
Rec(!ived  from  E.  P.  Rice,  his  second  Consignment,  consisting  of  150 

kegs  Butter,  G,300  lbs.    Paid  freight  $13,  and  drayage  $4,  wiUi  check. 
Sold  P.  TT.  Somers  on  acct.,  from  E.  P.  Rice's  first  Consignment,  20 

kegs  P.utter,  830  lbs.  at  15e. 

Paid  cash  for  Coal  Oil,  $1.60. 
Discounted  Mallory 's   acceptance   at   8^^    per  annum,  and  deposited 

})roceeds. 
Rendered  E.  P.  Rice  an  Acct.  Sales  of  his  first  Consignment,  charging 

3%  connnission,  $2.50  for  storage  and  $1.20  for  insurance. 

Remitted  San)uel  Barkei-'s  note  as  per  P).  B.,  at  a  discount  of 

G%  per  annum  and  my  check  for  remainder  of  net  proceeds  due  the 

shipper. 

29.  Sold  R.  A.  Foster  for  cash,  100  bbls.  Flour  at  $5.20. 

30.  Sold  J\)hn  Hardy  the  remainder  of  Peter  IVIcGregor's  second  consign- 

ment at  $5.60  per  bbl.  Received  in  paynient  a  draft  on  tho 
Bank  of  Montreal  for  $200,  a  sight  draft  on  Thos.  Eraser  for  $100. 
and  an  order  on  J.  H.  Steele  for  $148. 
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30.  llendcfcd  Pcfrr  McCJrcjfor  nn  Atcmnit  Sales  «if  liis  rtcfoinl  cunsi;;!!- 
liiciit'.  C'liargcs  :  (•<iiiiiiiissioii,  .'i  /  of  sjilrs  ;  storage,  SI. HO;  iiisur- 
niicc,  i!'.'5.r)().  Hcmitted  tlie  fnf(';,'oiiii;  ,sii,'lit  draft  (m 'I'lios.  Frascr, 
the  halaiicci  of  net  jtrneeeds  l)eiii<^  jilaced  to  the  eivdit  of  .sliijtper. 

Keeeived  fioiii  P.   II.    Homers,    I\I.    S.    Mert-er'a    noto   for  8125, 
dated  Jan.  4,   1SS7,  ut  3  inoiitlis,  and  his  elieek  on   the  Jlank  of 
INFontreal,  to  balance  /iccount. 
lil.   Dci)osited  in  th(<  ]>ank  of  Connnerce,  easli  SI-"'. 

A.  IF.  ^Manning  paid  cash  in  full  of  account,  $ — . 

l*uid  II.  A.  ^McLaren  $')(),  and  tlohn  J)oyd  $'M  pur  chock. 

Iiirc)ifi>ri(/<,  Mtirrli.  ,>1. 

Mtlac. — (!()()(ls  reiiiiiiniiij,'  unsold $86  00 

Kxpcusi!.  —  Kuul  on  hiuid 4  17 

Ilosult. — Net  gain,  .$200.     Net  capital  at  closing,  $4,008.92. 
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J  This  i\<x\>nnt  is  f.'.lwl  only  in  part.  Tlic  student  is  oxnco'ed  to  do  tlio  rest  himself.  T)icre  will 
1h>  t\v<i  other  ai\v>\nits  in  the  t'onnuissioii  Sales  Hook,  viz.  :  "(S)  1\  McUrejfor's  Consiy;innent  B," 
and  '\4)  K.  V,  Kioe's  Consignment  H."* 
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BOOK-KEEPING. 
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JOINT   ACCOUNTS. 

When  two  or  more  persons  (or  firms)  unite  in  the  purchase  and  sale  of 
some  particular  article  or  articles,  with  a  view  to  "making  a  profit  thereby, 
a  special  partnership  is  formed,  and  the  goods  are  said  to  be  bought  and 
sold  on  Joint  Account. 

The  partners  do  not  carry  on  business  under  a  firm  title,  as  in  the  case 
of  a  genei"al  partnership,  for  the  joint  interest  extemls  only  to  the  ti-ans- 
actious  connected  with  the  artieh^s  specified  at  the  time  the  contract  was 
made.  It  is  usual  to  a])point  one  of  the  persons  concerned  as  Manager, 
and  to  define  his  duties  as  such. 

Whenever  goods  are  j)urchased  or  otherwise  provided  for  the  joint  specu- 
lation, it  becomes  the  duty  of  the  j)artner  who  supplied  them  to  furnish 
each  member  with  a  copy  t»f  the  inv^oice.  On  the  disposal  of  the  property, 
the  manager  will  render  nu  Account  Sales  to  each. 

"Shipment  Co"  or  "Adventure  Co."  is  a  i('j)resentative  title  under 
which  the  amount  of  onr  interest  in  goods  or  other  proj)ei'ty  to  be  sold  on 
joiiit  account  is  placed. 

"  Merchandise  Co."  is  a  title  representing  goods  received  hy  us  to  be  sold 
on  joint  account. 

SHIPMENT    CO.'S. 


Credit  Shipment  Co.  for  onr  share 
of  the  net  proceeds  when  an  Account 
Sales  is  received. 


Debit  Shipment  Co.  for  oiir  in- 
terest in  property  shipped  by  us,  or 
furnished  by  others,  to  be  sold  on 
our  joint  account  and  risk,  and  also 
for  our  share  of  expenses  on  the  same. 

If  at  the  time  of  dosinpf  the  books,  a  part  of  tlie  jroo<.s  roinaiiis  unsold,  and  if  an  accotint  of  i)artial 
sales  lias  been  received,  Shiinnent  C  o.  tslionld  lie  crcHtcd  for  our  share  of  the  iiroceeds,  as  well  as  for 
our  interest  in  the  property  reniainitijj  unsold. 

If  no  Account  Sales  has  been  rendered,  Shipment  Co.  should  he  credited  "  lly  Balance  Inventory"  for 
the  amount  necessary  to  close  the  account. 

Shipment  Co.'s  are  closed  either  "  To"  or  "  liy  Loss  and  Gain." 

Different  Shipment  Companies  are  distinguisluul  by  numlx  nng  them  or 
by  atfixing  letters  of  the  alpha])et,  as  :  "  Sliipment  Co.,  No.  1."  "  Ship- 
ment Co.,  No.  2."     "Shipment  Co.,  A.,"  &c. 

MERCHANDISE   CO.'S. 


Cr(Mlit  Mdse.  Co.  for  the  i>'''oceeds 

of  sales. 


Debit  Mdse.  Co.  for  our  interest 
in  the  property  received,  and  for  all 
the  charges  on  the  whole  shipment. 

At  the  time  of  closit^g,   Mdse.  Co.    will  bo  debited  for  all   unposted 
charges  for  the  net  proceinls  due  the  shij){H'r,  and  for  our  share  of  the  net 
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qnin  (if  any). 
sL'irp.  of  it. 


When  there  is  a  loss,  Mdse.  Co.  will  Ve  croditod  for  ovr 


When  a  remittance  to  cover  shipper's  net  proceeds  is  made  at  the  time  of  render- 
ing the  Account  Sales,  the  account  or  accounts  representing  what  is  remitted  should 
be  credited,  instead  of  the  shipper. 

If  at  the  time  of  closing  the  hooks  the  property  belonging  to  the  Co.  Sales  should 
be  but  partially  sold,  Mdse.  Co.  would  have  to  be  credited  "  liji  liitlnncc  Ixvodory" 
for  only  our  share  of  the  goods  on  hand,  the  remainder  being  owned  by  the  shipper 
or  shippers. 

With  rcgar'l  to  the  commission  earned  on  Co.  S.iles  partially  disposed  of,  the 
method  explained  on  page  88  should  be  adopted.  Souictiiucs  siah  amounts  of  com- 
mission are  left  out  of  consideration  altogethc-  at  ttie  time  of  closing  the  books. 
This  may  be  done  when  these  amounts  are  small,  and  it  is  not  important  to  find  the 
exact  gain  or  loss  for  a  particular  term  of  business. 

If  no  sales  have  been  made,  Mdse.  Co.  should  bo  credited  "  Bij  Balance  Inven- 
tory'^  for  the  sum  necessary  to  close  the  account. 

At  first  sight  it  may  seem  a  little  strange  to  regard  the  charges  for  whi(  h  we  have 
debited  the  Mdse.  Co.  as  a  resource,  but  on  reflection  it  will  be  seen  that  tins  is  the 
proper  view  to  take.  Certainly,  we  have  paid  a  portion  of  those  charges  for  our- 
selves, thereby  increasing  the  cost  of  our  share  of  the  goods.  Is  it,  tliorefore,  not 
reasonable  to  consider  the  goods  belonging  to  the  Co.  Sales  worth  tlieir  total  cost? 
If  so,  the  position  we  take  is  the  proper  one  ;  for  the  remainder  of  the  chaigcs  we 
in  reality,  pay  for  the  other  partners,  who  will  practically  refund  to  us  the  amount 
we  have  paid  for  them  when  a  settlement  is  eO'ected. 

Different  Merchandise  Conipivnies  are  nsiially  distinguiohed  by  affixing 
letters  of  the  alphabet,  as  "  Mdse.  Co.,  A,"  "  Md.se  Co.j^B,"  &c. 

To  FIND  THE  Net  Proceeds. — From  total  salos  deduct  total  charges, 
such  as  freight,  storage,  insurance,  coinmis.sion,  <fcc.,  and  the  remainder 
will  be  the  net  proceeds  of  the  business.  This  being  doue,  the  pai  t  holong- 
ing  to  each  person  is  found  by  dividing  the  whole  accoi-ding  to  agreemcrit. 

To  FIND  OUR  Net  Gain. — From  our  net  proceeds  deduct  our  net  cost, 
and  the  remainder  will  bo  our  net  gain.  If  our  net  proceeds  are  less  than 
our  net  cost,  the  difftn-ence,  will,  of  cotirse,  l)e  a  loss. 

Company  accounts  are  geuorally  closed  wliouovoi'  the  ^)roperty  bolongin'i- 
to  tl\em  is  di.s|)Uiiyd  oil 


104 


BOOK-KEEPING. 


EXAMPLES. 


TRANSACTION& 


•TOURXAL    KNTRIKS. 


1.  D.  S.  Baker  shipped  to  S, 
L.  Mason,  to  be  sold  in  joint 
account,  C50  bbls.  Apples,  in- 
voiced at  $1.80.  The  shipper 
tooK  300  bbls.  from  his  own 
warehouse,  and  the  rest  he 
bought  of  Taylor,  giving  in 
payment  Jones'  check  on  the 
Molsons  Bank.  Ho  paid  ship- 
ping expenses  $30  with  his 
sight  draft  on  Cameron. 

2.  Mason,  on  receiving  the 
Apples,  paid  freight  $80,  and 
drayage  $10,  with  cash. 


3.  Mason  sold  the  whole  con- 
signment (less  10  bbls.  dam- 
aged) to  Welsh  &  Co.  at  $2. GO, 
and  received  in  pai't  payment 
Miller's  note  for  $200,  duo  in 
3  months  (discount  8%  per  an- 
num), and  A^'ilson's  sight  draft 
on  Manning  for  $150. 

4.  Mason  charged  2%  for 
selling,  2c.  per  bbl.  for  storage, 
i%  for  insurance,  and  ren- 
dered an  Account  8ales  remit- 
ting Wilson's  sight  draft  on 
Manning  us  above,  and  an  or- 
der on  Welsh  »k  Co.  to  settle 
with  Baker. 

5.  Baker  received  the  Ac- 
count Sales  and  remittance. 


Baker's  entry). 
Shipment  Co.  J)r. . 

Maiion  "   . 

To  Mdse 

"  Cash  .... 

"  Cameron  , 


(Mason's  entry.) 

Mdse.  Co.  J)r 

Baker  "    

To  Commisfthm 

'*   Storai/e 

**   lavirance 

"    tVr.s/i 

"    \rel.sk  .i-Co.... 
*'   Lous  and  (/ain. . . 


(Baker's  entry. ) 

Cash  J)r 

Welsh  .i'  Co.  "    . . . . 

To  Shipment  Co. 

*'    Mason 


(Mason's  entry.) 

Mdse.  Co,  J)r 

To  Baker 

'■'   Cash 

(Mason's  entry. ) 

Bills  Receivable      Dr 

Cash  "    .... 

Welsh  &Co.  "    .  .  . . 

To  Mdse.  Co.  ... 

"  Jut.  and  Dis, 


I 


GOO 
000 


GfiO 


200 

ir>t) 

131S 


974 
GOO 


150 
IJIO 


,-40 

Gil": 

30 


600 
90\ 


1664 
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S3  28 
13 
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1210 


93 
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W  03 
90 


Account  Sales  of  650  hhls.  Apples,  sold  on,  joliit  account  of 
D.  S.  Baker  and  S.  L.  Masoih,  eacJi  ot he-half. 


Sales. 

Svhl  to   Welsh  <fc  Co.  640  hhls.  (  10  daimmid)  ol, 
^J  (ill 

Charges.      ■ 

Frcirjht  and  Drai/aifc 

Storatja 

Iiistiraiice 

Commissiuii 

Total  net  jn-oceeds  

M;/  A  net  proceeds $7(iO  04 

i'vur  -i  lu't  proceeds 700  Oo 

Remitted  hij  sii/ht  draft  on  Man iiiin/  and  order  on 
Welsh  <L'  Co.  to  cover  net  jiroceeils  and.  elosf 
acruunt 'i<l.!(JO  O.J 

K  .0  0.  E.  S.  L.  MASOX,  ^ 

Consiijnee. 
Clinton,  June  0,  1SS7. 


00 

l.i 

5 

S3 


sr, 


Jan.' 


J'li 


.13 

S7 


In  the  following  exercises,  the  student  will  give  the  partnoi's'  Journal 
entries  and  make  out  the  Account  Bales  iu  each  case,  lie  n\  ill  also  wiite 
the  correspondence  re(i[uired. 

EXERCISE   I. 

1.  Monroe  shipped  to  Gilroy  for  sale  on  joint  account,  1,200  hush.  Wheat, 

invoiced  at  90c.,  and  ])aid  siiipping  exjH'iises  with  cash,  i^'.Si). 

2.  Gilroy  on  receipt  of  the  Wheat  paid  freight,  iii^.jO,  with  his  clieck,  and 

drayage  $10,  with  cash. 

3.  Gilroy  sold  the  whole  shipment  to  Kei-r  &  Co.  for  SI, 200,  receiving  in 

payment  Brown's  sigl it  draft  on  Jones  for  !i7.'»0() ;  ]Mc Kay's  accept- 
ance due  in  10  days  for  $400;  an  order  on  Corbett  for  §100;  the 
balance  to  remain  on  account. 

4.  Gilroy  charged  2/^  commissioji,  $10  stoi-age,  $3  insuj-ance,  and  rendered 

an  Account  Sales,  remitting  JJrown's  siglit  di'aft  as  alxtxc,  anil  his 
own  note  at  20  days,  to  cover  the  amount  duo  the  shippci;. 

EXERCISE    II. 

1.  A  shipped  goods,  invoiced  at  $1,250,  to  B,    for  sale  on  joint  account 
and  paid,  shipping  expenses  $25,  with  his  note. 


mi 
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1. 
2. 
3. 

4. 


5. 


•I 


2.  B,  on  receipt  of  the  gorxls,  paid  freight  $30,  with  cfish  and  drayage 

$G.50,  with  his  cheek. 

3.  B  sold  the  whole  of  the  goods  to  0  for  $1,440,  and  received  in  pay- 

ment C's  sight  draft  on  D  for  $G00 ;  E's  acceptance  for  $700 
short  due  10  days,  and  G's  check  for  lialanco,  $ — : 

4.  B  rendered    an  Account   Sales,    charging    3/^    conunission,  $3.50   for 

storage,  and  $1.45  for  insurance.  He  remitted  a  bank  draft  pur- 
chased with  the  amount  r(M|uircHl  to  settle  in  full  with  the  shipper. 

EXERCISE    III. 

Avery  shipjx'd  to  Black  for  sale  on  joint  account  2,500  bbls.  Apples, 
invoiced  at  $1.20  per  l)bl.     P;iid  cash,  $20,  for  loading. 

Black,  on  recfupt  of  the  Apples,  paid  freight,  $1G0,  with  his  check;  he 
also  paid  drayage,  $20,  with  cash. 

Black  added  to  the  joint  sales  500  bbls.,  which  he  purchased  from 
McLeod  at  $1.10,  gi\ing  in  pjiyuicut  his  sight  di-aft  on  Murray  for 
$400  and  his  note  at  10  days  for  the  balances,  $    -. 

Black  sold  the  whole  of  the  Api)les  (l(;ss  10  bbls.  which  spoiled)  to 
Mason  at  $1.70.  Ho  icceived  in  payment  Hilker's  acceptance  due 
in  15  days  for  $f^00,  Bi-uce's  sight  draft  on  McKay  for  $400,  and 
IVIason's  check  for  the  balance,  $ — -. 

Black  charged  2c.  j)er  bbl.  connnission  for  buying  and  selling,  $30  for 
cooperage,  $10  for  insurance,  and  $20  for  storage;  and  rendered 
an  Account  Sales,  remitting  to  Avery,  Bruce's  sight  draft  as  above 
in  part  payment  of  net  proceeds. 

EXERCISE   IV. 

1.  A.  Buby  shipped  to  Moi-j-is  &  Co.,  for  sale  on  joint  account,  2,500  bbls. 

Apples,  at  $1  p(>r  bliL,  paying  shipping  expenses  $175,  with  his 
check  on  the  INIerchants'  Bank. 

2.  Morris  &  Co.,  on  receipt  of  the  Apples,  paid  $15  drayage  with  cash. 

3.  ]\Iorris  &  Co.  sold   A.  jMcGarva,  from   the   consignment,   1,000  bbls. 

at  $1.25  per  1)1)1.,  Jind  received  in  payment  their  own  note  for  $400  ; 
McClarva's  note  for  $000 ;  and  a  check  on  the  Merchants'  Bank 
for  balance. 

4.  Buby  drew  at  sight  on  Mori-is  it  Co.  for  $500.* 

5.  Morris  tfe  Co.  sold  W.  H.  Houston  on  aect.,  800  bbis.  at  $1.30,  from 

the  Co.  Sales. 

6.  Morris  &  Co.  sold  H.  J.  Taylor  GSO  bbls.  (the  remaining  20  bbls.  being  use- 

less), at  $1.40  per  bbl.,  and  received  inpayment  his  note  at  30  days 
for  $300  ;  an  ordc^r  on  T>.  L.  Brown  for  $120,  and  cash  for  balance. 

7.  Morris  &  Co.  charged  2^  cts.  per  bbl.  storage,  |%  insurance  (on  in- 

voice price),  and  2%  connnission.  They  render  an  Account  Sales 
remitting  a  draft  on  the  INlolsons  I'ank,  purchased  with  the  amount 
due  A.  Buby. 


*Ruby  will  credit  Morris  &  Co.,  not  Shipment  Co.    Morris  &  Co.  will  debit  Uuby. 


1  drayage 

id  in  pay- 
for  $700 

t^.nO  for 
Irafb  pur- 
3  shipper. 


;.  Apples, 

heck ;  ho 

sod  from 
urniy  fi)r 

)oilod)  to 
tance  due 
HOO,  and 


:,  $30  for 
rendered 
as  above 


00  bbls. 
with  his 

cash. 
>00  bbls. 
or  $400 ] 
ts'  Bank 


30,  from 

3ing  use- 
30  days 
,lance. 

(on  in- 
nt  Sales 
amount 
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Student  shipped  to  INlurray  k,  C-issidy  to  bo  sold  on  joint  account  5,000 
bush.  Wheat,  iuNoiccd  at  HOc,  which  lu*  purchaseil  of  ]\tuir  it  Co., 
giving  them  in  payment  his  note  at  10  days  for  $1,000,  an  order  on 
S.  K.  ]?rown  for  $500,  and  his  cheek  on  the  ]>ank  of  JMontrcjd  for 
balance.     Student  paid  shipi)ing  expenses,  $40,  with  cash. 

20.  Muri-ay  tfe  Cassidy,  on  receipt  of  the  Wheat,  ])aid  freight,  $00,  with 

check,  and  drayage,  $10,  with  cash 

21.  INIurray  ife  Cassidy  addefl  to  the  consignment  1,000  bush.  ^\'heat,  pur- 

chased of  S.  Taylor  at  85c.     Tlu-y  gave  in  payment  a  sight  draft  on 
Cameron  &  Campbell. 

23.  Muifay  tfe  Cassidy  sold  the  whole  consignment  to  Tiobei't  IT.  Carson, 
(5,000  bush.  Wheat  at  $1.  Tliey  recei\cd  in  payment  their  own 
note  for  $1,000,  short  diu;  73  days,  at  a  discount  of  (>  /^  ]»er  annum  ; 
a  90-day  <li-aft  on  Pallisier  &  Co,  for  $1,500,  and  a  sight  di-aft  on 
Kellar  tfe  Co.,  for  $2,000  ;  the  balance  to  remain  on  account. 

25.  Murray  &  Cassidy  rendered  an  Account  Sales,  charging  3^,  conmiis- 
sion  for  selling,  2/^  for  buying,  $()0  for  storage,  and  $10.50  for 
insurance.  They  remitted  the  foregoing  sight  draft  on  Kellar  & 
Co.,  and  a  di-aft  on  the  IMolsons  Uank  for  which  they  gave  cash 
to  settle  in  full  with  student. 
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CHAPTER   VII. 


PARTNERSHIP. 

When  two  or  more  persons,  hy  mutual  consent,  unite  eitlier  tlie  whole 
or  a  part  of  their  property  or  serv  ic(;s,  for  tlie  jjurpose  of  performing  a 
work,  or  carrying  on  a  business,  and  .agree  to  nhare  in  the  yahis  arui 
losseSf  a  partnership  is  said  to  bo  f(jnued. 

No  contract  can  properly  be  called  a  partnership  unless  there  is  cainniio- 
nity  of  iirofit. 

A  partnersliip  may  have  for  its  object  the  prosecution  of  any  laivful 
enterprise.  The  contract  need  not  be  in  writing,  as  the  aots  of  the  parties 
concerned  ai'e  taken  as  evidence  of  its  existence.  Altliough  an  or-al  agree- 
ment is  (juite  legal,  it  is  usually  more  satisfactory  to  have  a  written  docu- 
ment giving  full  particulars. 

Any  person  of  sound  mind  and  not  under  legal  disability,  may  be  a  partner. 

An  active  partner  is  one  who  bas  fin  intert'st  in  tbe  business,  mid  is  known  to  the  public  as  a, 
partner. 

A  silent  or  dormant  partner  is  one  who  lias  an  interest  in  the  business,  but  is  unknoivn  to  the 
public  as  a  partner. 

A  nominal  partner  is  one  who  allows  his  name  to  be  used  for  the  benefit  of  the  firm,  rmthout 
having  any  pecuniary  interest  in  its  business. 

A  special  partner  is  one  who  is  held  liable  for  only  a  specified  amount. 

Generally  speaking  each  member  of  a  f\nn  is  responsible  for  the  acts  of  the  fb-ni,  or  of  any  of  its 
members,  these  acts  bein<j;  within  the  Kcupe  of  tliu  paiinorsliip. 

It  is,  therefore,  indispensable  that  the  utmost  f/octi  faith  should  be  maintained  between  partners. 

A  partner  cannot  bind  tbe  firm  by  contracts  clearly  out  of  the  ordinary  eourne  of  business  ;  but  the 
firm  is  responsible  for  evL.i  the  fraudulent  acts  of  any  of  its  members  eonniiittud  within  tlie  proper 
limits  of  the  partnership. 

When  a  new  partner  is  admitted,  be  is  under  no  oblitration  to  pay  any  debts,  or  fulfil  any  contracts 
of  the  old  firm  (unless  he  agrees  to  ussuine  them),  as  an  entirely  new  partnership  is  formed. 

Trading  partnerships  must  be  reyistered  within  the  first  six  months  of  their  existence.  Changes  ot 
membership  must  also  be  registered. 

A  partnership  may  bo  dissolved  as  follows : — ■ 
(a)  By  the  consent  of  the  partners. 

(h)  By  the  death  of  one  of  the  partners  or  by  his  becoming  legally  inca- 
pacitated for  transacting  business. 

(c)  At  the  expiration  of  the  term  of  the  contract;  or  on  the  cotripletion 
of  tlie  work  undertJiken. 
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(t/)  At  the  request  of  ono  of  the  partiiors  when  the  tune  is  iiidcfmite. 
((')  V>y  the  hinkniptcy  of  a  jKirtncr,  or  of  tlie  firm. 

(NoTK.— There  aro  other  (Mn'mnstiuiceH  whicli  might  eause  a  disisoUitioii,  but  the  coiisldemtion  of 
them  would  be  beyotid  the  Ihniis  of  this  woik.J 

All  Cfisos  of  dissolution,  except  thosi*  i-esuUiiiLf  from  pi'ofcss  of  law, 
biiiikruptcy,  or  the  death  of  a  partner,  sluuild  1m'  resist crcc I.  l)u«?  n<»tic(^ 
should  be  j(iven  in  the  local  jw.pers,  and  also  (o  all  part  ics  mIio  usually 
dealt  with  the  iirm. 

In  Ji  pai'tnership  business  it  is  necessary  to  keep  an  aceoinit  in  the 
Ledger  ■with  each  partner. 

PARTNERS'    ACCOUNTS. 


Credit  each  ])ai'tner  for  his  in- 
vi'Miiuuit.,  and  for  his  m't  tjaia  (if 
any)  at  the  time  of  closinir. 


Debit  ea(;h  j)artner  for  his  JvtJiUl- 
ties  (isHumexi  by  the  iii'm  at  com- 
nusncing,  for  Ids  loithdrmonlii,  and 
for  his  tiet  loss  (if  any)  at  the  time 
of  closing. 

When  it  is  liliely  that  several  amounts  may  he  withdrawn  durinj,'  a  term  of  liusiness,  the  best  plan 
is  to  oiK-n  a  private  account  witli  eadi  purttier,  (h'l)itin!,'  it  fur  sums  tah-n.  out  fur  pni-utc.  use  liv 
liim  and  creditinjj  it  for  sums  iin-i'xtfd.  These  aiK'ounts  will  lie  cIosimI  into  tliei'r  respeetivo  Stock 
Aceounts,  before  balauciiii,'  the  Ledger 

Rofore  takinff  a  new  partner  into  a  business  the  books  should  be  closed  so  that  the  true  state  nf 
affairs  may  be  known  to  all  jiarties  concerned.  Such  a  course  will  jircvcnt  any  misc  inception  in  iej,'ard 
to  the  finances  of  the  business,  atid  thus  ;jave  troulile  when  a  settlement  is  to  be  made. 

The  newly  admitted  i)artner  is  credited  with  his  investment,  after  which  he  beeoniea  a  sharer  in  the 
gains  and  losses  as  per  contract. 


.11 


r  of  any  of  its 


PARTNERSHIP    SETTLEMENTS. 

P>y  a  partnership  .se^^tlement  is  meant  the  eciuitable  distribution  of  the 
effect:;  of  a  firm  at  the  end  of  a  term  of  business,  or  at  the  time  of  dis- 
solution. 

When  a  partnership  ceases,  the  booLs  are  usually  left  in  the  hand.s  of 
one  of  the  members  of  the  late  firm,  until  a  propcu-  adjustment  of  the  ])ro- 
ceeds  is  made.  The  books  must  be  balanced  and  the  losses  or  gains,  being 
apportioned  according  to  the  terms  of  contract,  nuist  Ix;  transferred  to  the 
partners'  accounts,  respectively.  A  financial  statement  will  be  made  and 
a  copy  of  it  given  to  each  partner,  so  that  he  can  make  the  jyroper  entries 
in  his  own  books. 

In  his  own  private  books,  each  partner  will  noid  tin;  hrm  Or.  for  the 
amount  placed  to  his  credit  in  the  partnershij)  books,  and  make  the  firm 
Cr.  for  all  sums  received  in  pai/metit  from  it. 

In  the  partnership  books  each  pai-tner's  account  is  made  Br.  for  all 
values  j)aid  to  him  by  the  firm,  while  the  accounts  represent 'n<'  such 
values  are  made  Cr. 
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WlicM  partners  invest  oqiml  ainotinfH  and  i,Hvo  their  time  and  attoiiMoii  to  the  btiHincss,  It  to  cus- 
tomary lu  (lividu  the  gainti  and  loHseu  i'i|uall\. 

When  itartncrs  invest  eipmlly,  Imt  oiw.  of  (hem  mana^'cH  lin'  finHincHH,  in-  HiiouUi  bo  allowed  a  fair 
salary  for  liid  work,  (lie  haluncit  of  the  jirolitM  Ixinjr  Hharcd  accordin);  )o  invcHtincnt, 

If  two  i)artleH,  Bay,  Invest  une(|nal  aninnntH,  the  one  contriliutintf  the  nmallir  Hinn  should  i>ay  the 
other  inturest  on  one-hnl/  the  ditTerenei^  hutween  the  invebtuienlu.  This  beint{  done,  the  (;ains  and 
louses  should,  iu  Mruutw,  bu  shared  e(iually. 

EXERCISE    I. 

Tliroo  men,  A,  B  and  C,  form  u  p.irtiKMsliip,  investing  efjuul  amounts. 
A  receivers  $1,000  and  jmys  expenses,  $LH)0  ;  JJ  receives  $.'U)0  and  ])ays 
(^vpensos,  $210;  0  receives  $1,L'00,  and  pays  over  to  Ji,  $400.  Tliey  liavo 
at  the  time  of  dissolution,  mdse  on  liand,  $.'K)0,  which  13  agrees  to  take. 
What  puyiueuU  luiut  be  made  to  eiicct  u  settlement  ? 

EXERCISE   II.* 
,  Ajyi-il  18th,  1887. 


Smith  and  Murray  this  day  agree  to  carry  on  a  partnership  business,  the 
gains  and  losses  to  be  divided  in  2)n)i»orti()n  to  investment. 
Smith  invests :  C-ish,  $700;  mdse.,  $1,:U)0;  A.  Wilkin's  draft  for  $ir)0  on 

S.  A.  Cooper,  dated  April   1,   1887,  at  GO  <^lays;  balance  in  fjivor 

of  P.  M.  Campbell,  $;{0. 

Murray  invests:  Cash,  $1,800 ;  balance  of  John  Kennedy's  account,  $400. 

May  2.  Smith  withdraws  cash,  $50. 

May  9.  IMurray  withdraws  cash,  $30. 

May  31.  The  finn  lias  cash  on  hand,  $1,G00;  mercliandise  in  store,  $2,000; 
amount  duo  onpei-soiud  accounts,  $440;  otluu-s'  jiotes  on  hand,  $800; 
notes  outstanding,  $14.3  ;  the  Expense  Account  is  Dr.  for  $140. 

(rf.)  Open  the  partners'  accounts  and  make  the  entries  in  them. 

(/>)  Find  the  loss  or  gain ;  divide  it  according  to  agreement  and  close 
the  accounts. 

(p)  Explain  the  terms,  2>f>''>'i'fi<^fship,  nominal  jjartner,  and  silent  ])artner. 

EXERCISE    III. 
,  Jtme  6th,  1887. 

A,  B  and  C  agree  to  do  <a  partnership  business  as  follows :  A  is  to  re- 
ceive 2%  of  the  sales  as  manager,  and  B  1  %  as  clerk.  A  invests 
cash  $2,000;  B,  merchandise,  $1,500;  and  0  a  draft  at  90  days 
on  Macpherson  &  Co.,  for  $3,000,  dated  JMay  17,  1887,  which  is 
immediately  discounted  at  the  M«M'ch;ints'  Jjank,  at  5/^  per  annum. 
Proceeds  placed  to  the  credit  of  the  firm,  $ — • 

9.  Deposited  in  the  Merchants'  Bank,  cash,  $1,500. 

*A8  the  smns  withdrawn  are  small,  ooni|iaratively,  the  amount  each  has  in  the  business  before 
closing,  may  be  regaixled  as  his  net  invcstiiKut. 
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10.   iJou^'lit  of  D,  2,000  busli.  Wheat  at  00(;.      (^ive  in  p;iym<Mif,  check  on 

the  liank. 
21.  Sold  to  K,  $1,500  hush.  AMieat  at  $1  ;    :{()()  hl.ls.  Flour  .-.l  $5.     l{e- 

cei\('d  ill  jtuyment  his  nolo  at  .'50  days  for  $1,500,  and  cash   i'or 

the  l)ai:uico  $ — . 
24,    r-ouj^ht.  ,»t  ]),  1,500  hush.  WHieat  j.t  S  Ic. ;  500  hush.  Peas  at  50c.     (Jave 

in  payment  K's  ji«»te  at  ,'i  discdiuit  of  5  y^  jier  ;innuni  for  unex])ired 

time,     l^iid  the  halaiice  in  cash. 
27.   Paid  (jxpenses  with  c;isli,  $80. 
30.  Sold  out  the  entire  stock  of  go(Mls  for  cash,  $2,500. 

(a)  Open  all  the  necessjiry  ac(;()Uiits  and  ni;d<e  (he  ]> roper  entries  in  them. 

(/>)  IMake  out  a  statement  of  Losses  and  Clains.    Find  the  net  j^aiu  of  each. 

(c)  Close  the  accounts. 

((/)  "What  is  necessary  to  constitute  a  partnership? 

(«)  Name  five  ways  by  Avhich  a  partnership  m.iy  Iks  dissolved. 

SET  XI. -SIX-COLUMN   JOURNAL. 

A  very  conveni(nit  form  of  Journal  ])ay  P>ook  is  liere  introduced.  P>y 
referring  to  pages  114  and  115,  it  will  Ih)  seen  that  there  are  special 
columns  for  cash  and  ?nerchandiso  debits  and  cre<lits.  The  amounts  ])laced 
in  the  Sundries  column  aio  ])oste(l  srjxtrati-hi  excry  diiy,  and  tiie  page  of 
the  hsdger  to  which  each  is  transferred,  is  ])laced  opposite  it  in  the  column 
head(!d  "L.  F."  At  the  end  of  the  month  the  c.tsli  and  merchandise 
columns  are  added,  and  the  totals  are  carried  to  their  respective  accounts 
in  the  Ledger.  The  cash  balance  may  be  found  every  day  if  necessary, 
and  the  amount  of  it  entenid  in  red  ink.  The  Ledgt^r  pages  of  the  Cash 
and  Merchandise  a(.'counts  will  be  entercMl  in  the  proper  column,  opjjosite 
the  footings  of  the  corresponding  special  columns. 

In  actual  busin(?ss  it  will  be  found  advantageous  t(^  have  a  column  for 
every  account  to  whit-li  a  considerable  number  of  items  belongs.  For 
instance,  if  notes  are  haiidh^d  extensively,  there  should  be  special  columns 
for  Bills  Jieceivable  and  Bills  Payable. 

The  advantages  of  the  special  column  Journal  arc;  r^s  follows  : — 

(a)  Much  time  is  saved  by  posti?ig  totals  instead  of  sejjarate  ainounts. 
(ft)  The  probability  of  luakiii",'  errors  is  rui'iueud  to  a  niiniiimiii. 

(c)  The  monthly  footings  of  the  special  coliiiuiis  bciiiy  shewn,  comparisov    can  easily  be  made. 

(d)  This  hook  takes  the  place  of. the  Day  Book,  .Tournal,  ('ash  Uool  Invoice  Hook  and  Sales 
Book.  I  It  ia  olwaya  necessary  to  keep  a  Bill  Book  when  many  iiutea  «u£>  Uito  the  trausaotions  of 
a  business.] 
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SET   XL— HARDWARE    BUSINESS. 
*  ]i(Htks  nscd. — Six  Col  mini.  JoarudI,  Jiill  Book,  and  Ludyer. 
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)  jitid  L.  1S\.  TTjiy  \\n\i\  lliis  day  rntcrcd  into  a  fo-piirtiici'- 


^lii[)  <<»  carry  on  ji  Wlu>l('sal(uiii(l  Ifcl.iil  llardwurii  husincss  on Sli-cct 

aijioriiij^  lo  sliiirc^  «;aiiis  aixl  losses  ncc( »i'(liii<;  lo  iiiNcsfiiH'iit.     'V\w  Imsiimss 


is  to  Ix)  coiuliictcd  under  tlio  liiin  iianu!  ot'  ( 
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)^Hay, 


StmlLlil'H  inline  111  rc> 


)  investment:  Cash,  .$1,000;  A.  r».  IMatheson's  acceptanen 
$7;")0  at  I  iiiontli,  dat(Ml  j\\\y\\  l'O  ;  \V"ni.  M.um  owes  on  acet.,  $L'00  ; 
David  iSIaisliall  lias  to  his  credit  )?14.     Total,  ^  -. 

L,  M.  Hay's  investment:  Cash,  Jii^nO;  Merehandise,  $1,250  ;  John  Jamie- 
son  owes  on  acet.,  $.'UJO.      'J'olal,  .$      . 

2.   ]>ouj,'ht  of  Thos.  Camphell,  inds(>.  as  i)er  in\-oice,  $000.      ()a\-(;  in  i)ay- 

iiient  an  order  oti  ^\'ln.  ]\laiin  f(»r  $50,  and  cash  tVn-  balance,  $ . 

Paid  in  advance,  two  months'  rent,  $r>0. 

4.  Dep(»sit('d  in  the  ]\lerchants'  Jiank,  cash,  $700.     Sold  ~M.  Cameron  for 

cash  1  doz.  clu^st  Locks  at  25c.  a  pij^'co ;  2  doz.  i)rs.  chest  Il'dles  at 
2()c.  per  pr.,  $ . 

5.  ]>ou<j;lit  of  jNlassey  »Si  Co.,  goods  as  per  invoice,  $400.     Gave  check  in 

payment. 

Sohl  Jas.  Lambert  for  cash,  2  doz.  Iloyal  Canadian  AVrin^ers  at 

$5;  500  gals.  Machine  Oil  at  5()c. ;    4  doz.  Hay  Forks  at  50c. ;  3 

doz.  S[)ades,  V>.  H'dle,  at  $L10  ;  4  doz.  Steel  Shovels  at  $1.     $ ■ 

])epositedcash,  $48LG(). 
G.  Sold  Neil  Cairns  4  gals  Tui'pentine  Yarnish  at  $1.50  ;  12  gals.  Macliine 

Oil  at  60c.;  4  pkgs.  AVhite  Lead  at  $2  ;  100  lbs.  Venetian  lied  at 

5o.     Ileceived  in  payment  a  (h-aft  at  30  days  on  Wm.  Malcolm,  $ — . 
7.  Sold  llobert  Calder  1  lioyal  Canadian  Wringer  at  $5.50;  2  prs.  M;vtch 

Planes  at  $1.50  per  pr. ;  1   carpenter's  Mortise   Guage  at  $1;  4 

Scan.  Padlock's  at  50c.,  $ — .     llece'ved  in  payment  his  order  on 

AV.  ITowson. 
Shipped  to  F,  McKay   St.  C-.icnarines,  to  be  sold  on  our  acct.  and  risk, 

g'.'K^^  invoiced  at  $800.     Paid  shipj)ing  expenses  on  the  same  with 

cneck,  $50.     Paid  cash  for  stationery,  $2.50. 
Sold  Jas.  Johnson,  2  doz.  Spades,  D.  H'dle,  at  $1.25    each;    2  doz. 

Shovels  at  $1  each.     Ileceived  in  payment  a  check  on  the  Bank  of 

Montreal  for  $40,  and  cash  for  balance. 
Discounted  A.  B.  Matheson's  acceptance  as  per  B.  B.  at  the  Bank,  at 

the  rate  of  %° j ^.     Proceeds  deposited,  $ — . 
Paid  for  stationery  and  Dostajre,  $1.50. 


P 
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*  The  pupil  will  ujiderstand  that  the  invoices  must  either  be  pasted  in  a  book  for  the  purpose  or 
propeily  tiled,  so  that  they  may  lie  referred  to  conveniently.  A  Check  Book  and  Bank  Pass  Book  inus* 
also  be  "kept  to  shew  the  dealings  with  the  Bank. 
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16.  Received  from  John  Juiuieson  on  ttcct.,  an  order  on  John  Wilson  for 

870;  W.  Barker's  note  at  2  months,  dated  May  1,  1887  fcr  $50  ; 

and  liis  own  not(?  at  '{()  days  for  balance. 
18.  Paid  cash  for  stationery,  HOc. 
20.  F.  McKay  nsndered  an  Account  Sales  of  tlu^  j,'(mm1s  shipped  to  him  on 

the  Hth  inst.      Net  proceeds,  iJ^DOO.     H(!  remitted  a  driift  on  liank 

of  Coinmerc<',  purchased  with  that  Jiiiiount. 
23.   Received  from  W.  Mann,  on  account,  his  check  on  Rank  of  Hamilt<»  i 

$100;    VV.    Mill's   acceptance    of    30    days   sight,    dated   May    11, 

1887,  for  $30. 
2.'>.  Shipped  i^.    \^.    Baker,    Tlamiltoii,    to   ])e    sold    on   «)ur  account    and 

risk,  gooils  invoiced  at  $000.     Paid    tmnsportation  chui'gc.'s  with 

check,  $20. 

27.  Sohl  1).  Marshall  on  account,  2  Jack  Planes  at  $1  ;  1  Tiy  Plane  at 

$1.G0;  3  Jointers  at  $1.S0;  (i  Framing  (Chisels  at  $1  ;  3  Hand 
Saws  at  $1.50;  1  Rip  Saw  at  $2.  1  Plunil)  and  Level  at  $2  ;  3 
Brick  Trowels  at  $1  ;  4  Plastering  Trowels  at  $1.25. 

28.  \V.  llowson  paid  his  order  received  from  R.  Calder  on  the  7th  inst., 

$    -. 

30.  Drew  on  F.  B.  Baker  at  30  days  for  $50. 

31.  Paid  clerk's  salary,  $30. 

//)  veutory : 

Mdse.—Oooda  unsold ^47'J  40 

Expense. — One  month's  rent  paid  in  adv.auce .SO  00 

Shipment  to  Baker G'JO  00 
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As  a  now  partner  is  to  ha  taken  into  the  concern,  the  books  will  be 
closed,  and  a  statement  shewing  the  condition  of  the  business  made 
out.  This  being  done  faithfully,  there  can  be  no  dispute  afterwards  in 
i-egard  to  the  standing  of  the  partners  at  the  time  the  new  partnership  is 
formed. 

The  pui)il  will  see  that,  it  is  absolutely  necessary  to  dose  the  loss  and  (fain  accounts,  in  order  to  give 
each  uieniher  of  the  firm  credit  for  his  share  of  the  net  guiii,  or  to  debit  him  for  his  share  of  the  net 
loss,  as  the  case  may  he. 

Althou^'h  it  is  customary  when  adinittin^r  a  partner,  to  close  the  resource  and  liability  accounts,  it 
is  not  indispensable  that  such  shouUl  be  done,  for  the  simple  rensoii  that  tlie  closin^j  of  an  account, 
shevvinjj  by  the  ditference  between  its  sides,  a  resource  or  liability,  does  not  effect  any  important 
change,  as' the  balance  must  be  brouy;ht  down  on  re-o])ening  the  account. 


BALANCE     SHEET. 

/student's  siiiiiaiiu!\     P.    Jff/ji 

{Talcen  May  31,  1S87.) 


1887 
May 


1SS7 
May 


31 


31 


Bcsources. 

Cash  on  hand.  . . . 
Mdfie.(aii  /»■)•  Jnv.) 
Bills  lieccirahle. . 
Bal.  of  deposit  in 

Merchants'  Bank 
Personal  accfs.  re- 

reiralile 

Ship't    to     Baker 

(/«".) 

Expense  (Inv.). . .. 


Losses. 

Int.  and  Dis* . . . 
Expense 

yet  gain  to  credit 
of  {StudenV s 
name)  

Net  (jain  to  credit 
of  Hay 


1 

1887 

1137 

A7^ 
33U 

67- 

40 

May 

31 

14GI) 

37 

107 

.50 '■ 

1 

G20 
30 

! 

4  m 

14 

1  OC>'V 

o 

30 
C>0 

SO 

May 

31 

06 

108 

40 

109 

74 

;.'85 

Liabilities. 

(Student's  name) 
Net  worth 

L.  M.  Bay's  Net 
worth 

Balance  due  F.  B. 
Baker 


Gains. 

Merchandise .... 
Ship't  to  McKay. 


2044  40 
'4 


:200D 
-jO 


4104 


23r> 


285 
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This  includes  the  Exchange.    The  student  will  open  an  Exchange  Account  for  the  month  of  June. 
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SPiT  XL— Continued. 
June  1,  1887.— L.  M.  Hay  and  (^*!''?5.''t>..'"""'=.he,;e.')  j^^^^g  ^j^j^  ^^^  admitted 
H.  P.  Carey  as  a  partner,  to  carry  on  a  Wholesale  and  Retail 
Hardware  business  uiidor  the  firm  iiniiie  of  (^.!."^l':.'^'■.l".''.™!.^^':.'^'-:':°^^  Hay 
&  Co.  H.  P.  Carey  puts  into  the  business,  cash,  $2,r)00.  They  agree 
to  share  gains  and  losses  in  proportion  to  the  capital  invested. 

1.  Discounted  Barker's  acceptance,  as  per  B.  B.,  at  6^/  per  annum.     Pro- 

ceeds received  in  cash,  .$ — . 

2.  Bought  of  Thos.  Campbell,  London,  an  invoice  of  goods  amounting  to 

$365  Accepted  his  draft  at  30  days  for  the  same.  Paid  fn'ight, 
$14.50;  drayage,  $2. 

3.  Deposited   in  Bank,  cash,  $3,000      Sold  Jas.  Jolmson   on  account,    1 

Parlor  Cook  Stove,  $U;  I  Kitchen  St o\e,  .^.'JU.  1 'ought  of  P.eaty 
&  Co.,  Toronto,  goods  as  per  invoice,  $720.  Remitted  a  Bank 
draft  for  that  amount,  pui-ehased  with  check. 

4.  Received  from  F.  B.  Baker,  an  Acct.  Sales  of  tlie  goods  shipped  to  him 

on  the  25th  ult.  Net  })r(K'e('ds,  i^^TOO.  He  lemittcd  a  draft  on  the 
Merchants'  Bank  (which  we  iunnediately  deposited)  for  the  sum, 
less  i%. 

6.  Received  from  J.  Wilson,  cash  in  full  of  account,  % — ,     Paid  for  ad- 

vertising, $5;  postage  and  stationery,  .$1.50. 

7.  Sold  Neil  Caii-ns  for  cash,  2  doz.  Spades,  D.  H'dle,  at  $1.50  each;  3 

doz.  Steel  Shovels  at  $1  each,  % — . 

8.  Sold  W.  Mann,  1   Circular  Saw,  $90;  4  Rip  Saws  at  $2;  3  Framing 

Chisels  at  $1.  Received  in  full  paymeiiL  his  check  on  the  ^Mulsons 
Bank,  $— . 

9.  Hay  withdrew  from  the   business,  cash,  $G9.74.     Received  from  A\'. 

Malcolm,  cash  for  his  acceptance  as  per  ]>.  B.,  .$ — . 
11.  Sold  D,  Marshall,  on  account,  3  Try  Planes  at  .'^l.GO;  3  Hand  Saws 

at  $1.50  ;  10  packages  White  lead  at  $2  ;   10  gals.  ]\Iachine  Oil  at 

60c. ;  5  gals.  Turpentine  Varnish  at  $1.60.     $     . 
13.  Prepaid  with  cash  my  acceptance  favor  of  Thos.  Cam])bell.     Rate  6^. 

Deposited  cash,  $50. 

17.  Received  from  W.  Mann,  cash  in  full  of  account,  % — . 

18.  Bought  of  Bailey  k  Son,  Toi-onto,  an  invoice  of  goods  amounting  to 

$750,  trade  discount  of  5/^  being  allowed.  Remitted  a  draft  for 
the  net  cost,  for  which  we  issued  a  check.  Paid  freiijht,  .f'b")  ; 
drayage,  $3. 

20.  Received  from  D.  Marshall  on  account,  cash,  .$30.  Paid  for  adver- 
tising, .$5.  Sold  Alex,  Monroe  on  acccmnt,  I  doz.  ^Fortise  Locks, 
$2;  20  lbs.  Shingle  Nails  at  4c.;  lOO  Carriage  Bolts  at  2c.;  20 
lbs.  Putty,  4c.     $— . 

22.  Sold  A.  M.  Mallory,  on  his  acceptance  at  60  days,  6  Hand  Saws  at 
,  $1.60;  10  Steel  Squares  at  $1..jO;  2  doz.  Jet  Knobs  at  $5  per 
doz.  ;  2  doz.  Oil  Cans  at  $4.20  per  doz. ;  15  packages  White  Lead 
ftt  <ip2.    ^— -• 


118 


UUOK-KKKPlNa. 


24.  Received  from  Alex.  Monroe  u\  full  of  fiecount,  2  con'ls?  Wood  at  $2.80. 

Sold  H.  W.  Cooper,  2  Scoop  Shovels  at  $1.50;  1  set  Auger  Bits, 
$4  ;  1  Nickle-plated  Brace,  $2.50.  $ — •.  Received  in  payment  an 
order  on  Thos.  Murray,  for  which  he  innnediately  paid  cash. 

25.  l^iscounled  Mallory's  acceptance  as  per  B.  B.     Rate,  6%.     Proceeds 

in  cash,  $ — . 

27.  f*"'''^^"'"«.™""=''"'^)  withdi-ew   from   the  business,   cash,  .$44.40.     Sold  H. 

P.  Siaidey  for  cash,  1  set  Plat(!d  Knives  and  Foi'ks,  $5.50;  4 
Bronzed  JVletal  Knobs  at  $1  ;  4  Mortise;  Locks  at  40c.     $ — . 

28.  Loaned  IT.  C.  Corbett  on  his  note  at  10  days,  $G0.     Sold  A.  K.  Sim- 

mons, 1  Cook  Stove,  $40 ;  40  len.s^His  Pipe  at  20c.  ;  h  doz.  Tea 
Spoons  at  $6  per  dozen;  12  Milk  Pans  at  20c  ;  5  iNlilk  Pails  at 
40c.      Received  cash,  $20. 

■JO.  T).  Marshall  failed  and  made  an  assii(innent,  his  creditors  being  paid 
GOc.  on  the  dollar.      Received  cash  for  oui  share,  $ — . 

150.  The  partnership  being  this  day  dissolved,  it  is  agreed  that  the  Student 
will  carry  on  the  business  in  his  own  name.  He  assumes  all  the 
effects  and  liabilities  of  the  late  firm,  and  has  to  pay  the  retiring 
partners  their  respective  shares  of  availjible  funds,  the  balance  to 
be  paid  in  3  months. 

Inventor;/. 

Goods  on  hand .$1,908.85 
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EEMARKS    ON    THE    BALANCE     SHEET.* 

A  Balance  Sheet,  being  a  surrmiary  of  the  lacts  contained  in  a  dealer's 
books,  arranged  in  siuli  a  manner  as  to  show  at  a  glance  the  state  of  his 
business,  must  exhibit  the  following  : — 

1.  Tlie  Ledger  Titles. 

These  should  I'o  f,'ivpn  in  full  when  it  is  conveiiieiit  to  do  so.  When  there  is  a  considerable  number 
of  Tersonal  AiH'ouiits  they  may  be  divided  into  "Personal  Accounts  Receivable,"  and  "  Personal  Ac- 
counts Payable,"  in  order  to  save  space. 

2.  The  Ledger  FuUoh. 

3.  The  Dr.  and  Cr.  footings  of  each  account  or  group  as  explained  in  (1). 

4.  The  Inventory. 

5.  The  Losses  and  Gains. 

G.   The  Propi'ietor's  (or  partners' J  net  Capital. 
7.   The  Resources  an  I  Liabilities. 

The  student  will  close  the  Loss  and  Gain  accounts  and  make  out  a 
Balance  Sheet  of  the  following  form : — 

•  The  student  must  not  confound  "Balance  Sheet''  and  "Trial  nalance."  A  Trial  Balance  is  used 
merely  to  test  the  correctness  of  the  Ledger. 
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As  the  partnership  has  been  rlissolved,  it  is  necessary  for  the  book-keeper 
to  close  the  accounts  that  shew  losses  or  yains,  and  carry  each  partner's 
share  of  the  net  gain,  or  net  loss,  as  the  case  may  be,  to  his  account.  This 
being  done,  a  Balance  Sheet  like  that  on  page  116,  will  be  given  to  each 
partner,  so  that  he  can  make  therefrom  the  proper  entries  in  his  own  books. 
Although  tlie  foi-m  rcfei-red  to  is  not  so  elaborate  as  might  be  drawn  up, 
it  contains  all  that  is  recjuired  to  give  a  satisfactory  view  of  the  finances 
of  the  concern. 

The  student  will,  according  to  agreement,  pay  each  of  the  retiring  part- 
ners, his  share  of  the  availaiile  funds,  that  is,  the  cash  on  hand,  and  the 
sum  deposited  in  the  Merchants'  IJank. 

As  the  student  now  uses  the  books  formerly  kept  V)y  the  firm,  he  will 
regard  the  partners'  accounts  as  ordinary  personal  accounts,  debiting  them 
whenever  payments  are  made,  and  crediting  the  account  or  accounts  repre- 
senting the  value  parted  with. 

At  the  expiration  of  the  three  months,  the  accounts  of  the  retiring  part- 
ners will  be  debited  for  enough  to  close  them,  full  payment  being  then  made. 

JOINT-STOCK    COMPANY. 

A  Joint-Stock  Company  is  a  corporation  legally  authorized  to  carry  on 
a  business  or  perform  a  work,  such  being  within  the  limits  prescribed  by 
law.  The  capital  of  the  company  is  divided  into  shares,  and  the  indi- 
viduals composing  it  are,  therefore,  called  shareholders.  The  profits  are 
divided  in  proportion  to  the  number  of  shares  held.  All  the  business  of 
the  corporation  is  transacted  by  a  Board  of  Directors,  whose  qualifications 
and  powers  are  defined  by  the  Act. 

In  an  ordinary  partnership,  each  member  is  liable  to  the  full  extent  of 
his  means  for  the  liabilities  of  the  firm  ;  but  in  a  joint-stock  company,  each 
shareholder  is  liable  only  for  the  amount  of  his  unpaid  capital.  This 
explains  the  meaning  of  the  term  :  "  Limited,"  which  is  added  to  the 
names  of  companies,  as  for  example,  "  The  Copp,  Clark  Co.  (Limited)," 
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SINGLE    ENTRY. 

Wlien  books  are  kept  by  Single  Entry,  only  personal  accounts  appear  in 
the  Ledger.  It  is  obvious,  therefore,  th;it  the  "  book  of  accounts  "  will  not 
furnish  any  information  regarding  cash,  notes,  etc.,  onlj^  in  so  far  as  the 
transactions  afl'ect  accounts  kept  with  other  persons. 

THE    DAY    BOOK. 

This  book  contains  entries  of  all  transactions  which  afToct  personal 
accounts  and  no  others.  When  a  dealer  gives  a  person  value,  without 
receiving  e(iual  value  at  the  tune,  he  should  make  the  jjcrson  Dr.  When 
a  dealer  gets  value  from  a  person  without  giving  equal  value  at  the  time, 
he  should  make  the  person  Cr. 

The  form  shewn  on  page  1 24  will  be  found  very  convenient:  it  may  also  bo 
used  to  test  the  correctness  of  the  posting.  There  are  two  nK)ney  columns, 
the  one  to  the  left  receiving  the  debits,  and  tlie  other  tiie  credits,  arising 
out  of  our  dealings  with  persons  on  account.  As  every  amount  in  the  I)r. 
column  must  be  placed  to  the  Dr.  side  of  the  Ledger,  and  every  anu>unt  in 
the  Cr.  column  must  be  placed  to  the  Cr.  side,  the  difference  between  the 
totals  of -the  Day  Book  must  be  equal  to  the  difference  between  the  sides 
of  the  Ledger. 

If  these  do  not  agree  the  posting  has  not  been  done  correctly,  and  the 
error  or  errors  must  be  discovered  before  further  progress  is  made. 

THE    CASH    BOOK.. 

This  book  is  fully  described  on  page  57.  As  there  are  many  cash  trans- 
actions for  which  there  is  no  Day  Book  recoid  (that  is,  which  do  not  affect 
personal  accounts),  it  is  absolutely  necessary  to  keep  a  Cash  Book.  It 
should  be  tested  at  the  close  of  each  day's  business,  and  balanced  Jnrmallj/ 
at  least  once  a  week.  The  difference  between  its  sides  should  agree  witli 
the  amount  of  cash  in  hand,  as  found  by  counting.* 

Sometimes  it  is  necessary  to  enter  a  transaction  in  both  the  Cash  Rook  and  the  Day  Hook.  Tliis  is 
the  case  when  cash  is  received  or  ])ai(i  mi  (iccount,  as  all  entries  afTectinj,'  jiereonal  accounts  must  appear 
in  the  Day  Book,  in  onler  tliat  they  may  find  their  way  into  the  liudjfer. 

When  cash  is  received  or  paid  on  a  7iofe,  an  entry  must  be  made  in  both 
the  Cash  Book  and  Bill  Book. 

THE    BILL    BOOK. 

In  this  book  are  entered  the  particulars  of  all  notes,  drafts,  itc,  belonging 
to  the  business.  See  page  58.  By  means  of  the  Bill  Book  the  amount 
of  other's  notes  on  hand,  as  well  as  that  of  our  notes  outstanding,  can  easily 
be  determined. 

*In  Set  I.  the  cash  deposited  in  the  hank  is  rey^arded  as  cash  on  hand,  and  must,  therefore,  be 
tftkea  into  consideration. 


122 


llOOK-KEEPINM!. 


When  a  note  is  rrfpivod  or  given  on  arrounf,  an  entry  of  it  nuist  be  mode  in  both  the  Day  Book 
and  the  Hill  Book.     Why? 

THE    INVENTORY    BOOK. 

This  hook  is  used  to  record  the  quantities,  prices,  itc,  of  (joods  remain- 
ing unsold  fit  the  end  oi  a  terra  of  business. 

At  least  once  a  year  e\'ery  prudent  l)usiness  man  makes  an  estimate  of 
the  ^oods  on  h.'ind  and  enters  tlie  pai'liculars  of  them  in  a  hook  for  the 
purpose,  caHed  (he  Inventory  J?o(»k.  Great  care  sliould  be  taken  to  give 
the  unsold  goods  the  })roper  value,  because  if  this  were  not  done,  the  con- 
swiuenco  wouhl  be  the  defeat  of  the  ultimate  object  in  view,  viz.,  to  know 
the  true  state  of  affairs. 

EXPLANATIONS. 

l>y  taking  tlie  results  obtained  from  the  Lcdijer,  Cdsh  Booh,  Hill  Jiook, 
and  lure n tori/  Hook,  a  full  Statement  of  liesources  and  Liabilities  can  be 
made.  If  the  resources  are  greater  than  the  liabilities,  the  difference 
represents  the  Net  Worth.  ]f,  on  the  otluM-  hand,  the  liabilities  are 
greater  than  the  resources,  the  diflerence  represents  the  Net  Insolvency. 

No  StatemcMit  of  Losses  and  Gains  can  be  made,  but  the  Net  Gain  or 
Net  Loss  may  be  asc(u-taine(l,  by  finding  the  difference  between  the  capital 
at  cotinnenciwj  and  the  capital  at  closing. 

It  is  evident,  therefoi-e,  that  Double  Entry  is  the  more  complete  of  the 
two  systems.  While  it  furnishes  information  in  regard  to  resources  and 
liabilities,  it  shews  in  addition  to  this,  how  gains  and  losses  accrue. 

In  some  kinds  of  business  it  may  be  desirable  to  keep  other  books  than 
those  mentioned,  such  as  Invoice  ]>ook,  Sales  Book,  Check  Book,  &c. 


SET    I.— GROCERY   AND    PROVISION 

,  Jtate  1,  1SS7. 


BUSINESS. 


('^!!P.'.!!?..".'?^°.ll.''?:!'. )  has  this  day  connnenced  the  Grocery  business,  investing  as 
follows:  Cash  in  safe,  $1,150;  cash  in  the  Standard  Bank,  $600; 
Goods  in  store,  $150.  Chas.  Wheeler  owes  on  his  note  dated  May 
2,  1887,  at  30  days,  $64;  J.  AV.  Thompson  owes  onacct.,  $50;  H. 
J.  Clark  owes  on  acct.,  $75. 

2.  Bought  of  Jamieson  k  Co.,  on  my  note  at  10  days.  Goods  as  per  invoice 
No.  1,  amounting  to  $200.     Cash  sales,  $34.50. 

,3.  Sold  H.  C.  Thomas,  100  lbs.  Gran.  Sugar  at  9c. ;  20  lbs.  Y.  H.  Tea  at 
60c. ;  30  lbs.  Currants  at  6c. ;  12  lbs.  Starch  at  8c.  ;  110  lbs.  Oat- 
mefd  at  6e. ;  30  lbs.  Butter  at  18c.,  $ — .  Received  in  part  pay- 
ment, cash,  $10,  the  balance  to  remain  on  account,  $ — .  Deposited 
in  the  Standard  lUnk,  $1000.*  Paid  Cooper  &  Smith,  per  check, 
$20  for  repairs.     Cash  sales,  $32.30. 

*  It  is  not  necessary  to  make  any  entry  of  this.  The  Bank  Book  will  show  the  amounts  deposited 
and  the  Check  Book  the  balance  to  our  crciiit  at  the  bank.  See  page  135.  When  a  check  is  issued,  the 
lunount  will  be  placed  in  tlie  Cr.  colunni  of  the  C.  B, 
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4.  J.  AV.  Thompson  paid  on  account  $30,  with  ;in  oi'dcr  on  II.  J.  Clai'k, 
NvhicliJNli'.  Clark  irniiiodiatcly  pays  with  cash.  Sold  A.  M.  Hattcn- 
bury  onhis  note  at  10  davs,  40  llts.  Ahuonds  at  li.")c.  ;  2  ll)s.  Cloves 
at  GOc. ;  L'5  ]l)s.  VnW.  Hu'^nv  at  12c. ;  10  Ihs.  151k.  Popper  at  30c.  ; 
5  Lars  Soap  {ft  2:h\  ;  25  ll)s.  Java  ColVec^  at  4()c.  ;  U)  Ihs.  Yal. 
Ihiisiii.s  at  1  Ic.,  -S  -.  Clias.  "Wheeler  i'emitt(>d  a  draft  on  the 
Merchants'  ]>aiik  in  payment  of  his  note  as  ])er  V>.  !>.,  .*?  .  Paid 
cash  for  Coal  Oil  for  use  of  store,  $3..")0.  P>on,>,'ht  of  ( '.  A.  Davis 
on  acct.,  a  Writiiiij^  Desk  for  t)Hice,  810.     Cash  sales,  .$20. 

().  Deposited  in  the  Standard  JIank,  cash,  §100.  Jiounht  of  Taylor  ct 
Son,  (Joods  as  jier  invoice  Ko.  2,  amount inif  to  ."?.')  10.  (lave  in 
})avinent  my  check.  Sold  31.  C  Thomas  on  acct.,  30  Ihs.  ]>lack 
Tea  at  00c.  ;  120  Ihs,  Su,i,'ar  at  10c.  ;  10  Ihs.  Starch  at  V2},c..  ;  4  lbs. 
Nutmcifs  at  7-")c. ;  50  lbs.  Pice  at  5c.  ;  25  lbs.  Cheese  at  l()c.,  §  . 
Cash  sales,  $30. 

7.  Paid  cash  for  AdvcM-tising,  $10;    for    Fuel,  $2.50.     Deposited  in  tlie 

Standard  ])ank,  $100.  Withdrew  fiom  tlu^  business,  casli,  $29. 
Cash  .sales,  $29.00. 

8.  P(.)Ufflit  of  Alex.  Stewart,   Goods  as  jum"  iii\(»ic»^   No.  3,   auiountini^  to 

$400.  (hue  in  payment  my  check  for  $200,  and  my  note  at  20 
days  for  balance,  $ — .     Cash  sales,  21. SO. 

9.  Sold  Lachlan  INIacLean,  00  ll)s.  Cheese  at  15c.  ;  45  lbs.  Cun-ants  at  lOc. ; 

2  doz.  bars  Soap  at  $1.50  ptn*  doz.  ;  15  lbs.  Japan  Tea  at  SOe.  ;  12 
lbs.  Y.  H.  Tea  at  75c.  ;  2  Hams  (00  lbs.),  at  15c.  ;  3  lbs.  Cloves  at 
00c. ;  10  lbs.  Pot  Barley  at  5c.;  25  ll)s.  Putter  at  10c.  ;  30  lbs. 
Gran.  Sufjar  at  9c. ;  50  lbs.  Prown  Suijar  at  7c.  Peceived  in  ])ay- 
ment  his  check  for  $20  and  his  note  at  2  months  for  balance,  $ — ■. 
Cash  sales,  $12.50. 

10.  Paid  C.  A.  Davis  on  acct.,  cash  $10.     Received  from  H.  C.  Thomas 

on  acct.,  an  order  on  A.  S.  Murdoch,  for  $30.  Paid  cash  for  Sta- 
tionery and  Postage,  $1.00.      Cash  sales,  $21.40. 

11.  Pought  of  James  Cameron,  Goods,  as  ])(>r  ii'xoice  No.  4,  amounting  to 

$100.  Gave  in  payment  my  check  for  $100,  the  balance  to  remain 
on  acct.  Sold  AV.  H.  Miller  on  acct.,  30  lbs.  Butter  at  18c.;  12 
lbs.  Sugar  at  9c.,  $ — .      Cash  sales,  $25. 

13.  Paid  James  Cameron's  order  favor  of  S.  D.  Hahn,  in  goods,  $25.      AV. 

Id.  Miller  gave  on  acct.  2  cords  Wood  at  $1.75,  $ — .  Cash  sales, 
$25.50. 

14.  Depcxsited  in  the  Standard  Bank,  $120.     Paid  for  drayage,  cash,  $3.40. 

Cash  sales,  $37.20. 

15.  Bought  of  James  Cameron,  Goods  as  j)er  invoice  No.  5,  amounting  to 

$240,     Settled  with  him  in  full  per  check, — .     Cash  sales,  $29.10. 

Inventory. 
Mdse.  unsold .$1,055  56 
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DAY  BOOK.— SET  I. 
,  June  Ist,  1SS7. 
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*Thi8  name  appears  in  the  first  entry.     Why  hag  it  to  he  repeated  here, 
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INDEX  TO    LEDGER/ 
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Clark,  II.  J.  129 

Camerun,  Jan.  130 
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Murd;ch,  A.  S. 
Miller,   W.  If. 
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S,  T 
Thompson,  J.   W.  1,29 

Thomas,  II.  C.  129 


U,  V,  W 


•  See  page  30. 
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W.H.Miller. 
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Ledger  Balances. 


Pkrsonaij  Debtors. 

rKRSOXAIi  CrKDITORS. 

If.  J.  Clark 

li) 

20 
36 
SO 

0 

51 

OS 

P 

5t 

PiipiVs  Bahuice 

2000 

J,  W.  Thomj)son 

H.  C.  Thomas  

Total  Credits 

A .  S.  Murdoch 

ir.  H.  Miller  

Total  Debits 

1G4. 

1S95 

Kccess  of  Credits  from  Daij 
Book 

Proof  of  Posting 

2060 

2J60 

*  lied  ink. 
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LlARIUTIRS. 


Bills  Pajinhlr 

Pujiirs  Net  Cajiiud 


Statement  of  Loss  and  (Jain. 


Pu/)U's  Net  C(t])iftil  . . . 
"  "   Invest  me  nt 


PupiVs  Net  Gain 
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2500 


In  writing  up  the  second  part  of  Set  I.,  the  pupil  will  adopt  the  method 
exemplified.     He  will  make  out  the  proper  statements  at  the  close.     The 


accounts  in  the  Led<ier  nmst  Ije  indexed. 
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SET   I.— Continued. 

June  17,  1887, — Sold  J.  W.  Thompson  on  account,  20  ll)s.  Black  Tea  at 

GOc. ;  55  lbs.  Ham  at  15c.  ;  100  lbs.  Oatmeal  at  Gc. }  5  lbs.  Starch 

at  10c. ;  h  lb.  Nutmegs  at  70c.;  20  lbs.  Cheese  at  15c.;  15  \h%. 

Raisins  at  10c.     $ — .     Paid  for   advertising,  $^3.70.     Cash  sales, 

129.60. 
Deposited  in  the  Standard  Bank,  .$120.     H.  J.  Clark  paid  on  account, 

cash,  $20.     Sold  Kobei-t  Cunuuings  on  his  note  at  10  days,  5  lbs. 

Tobacco  at  60c.;  25  lbs.  Tea  at  50c.;   100  lbs.  Granulated  Sugar 

at  10c. ;  50  lbs.  Brown  Sugar  at  8c. ;  2  lbs.  llaisins  at  10c.     $ — . 

Cash  sales,  $25.70. 
A.  S.  Murdoch  paid  his  order  received  on  the  10th  inst.  with  cash,  .^30. 

W.  H.  Miller  paid  the  balance  of  his  account  with  wood  at  $1.75 

per  cord.     $  — .     Cash  sales,  $19.80. 

21.  Bought  of  Mason  &  Co.  goods,  as  jx-r  Invoice  No.  6,  amounting  to 

$130.  Gave  in  part  payment  my  note  at  2  months  for  $50.  Paid 
per  check  my  note  favor  of  Jamieson  &l  Co.,  and  interest  for  the 
time  overdue  at  8^.  Pace  of  note,  $200.  Interest,  26c.  Cash 
sales,  $30.25. 

22.  Deposited  in  the  bank,  $50.     Received  cash  in  full  payment  of  A.M. 

Rattenbury's  note  as  per  B.  W.     Cash  sales,  $21.90. 

23.  Paid  for  a  safe  for  office  i)er  check,  .$120.     Paid  Mason  it  Co.'s  order 

for  $50  in  goods.     Cash  sales,  $25. 70. 
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24.  Sold  A.  C.  Morrison  on  account,  3  lbs.  Tea  at  50c. ;  24  packages  Sal- 
mon at  l.^c.  ;  30  lbs.  Granulated  Sugar  at  10c.  $ — .  Cash  sales, 
.S22.80. 

2.'').  Koceived  from  H.  C.  Thomas  on  ac-count,  his  cluick  for  $20.  De- 
posited in  bank,  $50.  Paid  James  C  Andrews  for  repairs,  cash, 
,^3.50.      Cash  sales,  .1^41.75. 

27.  Sold  A.  H.  Hardman,  40  lbs.  Tea  at  50c.  ;  90  lbs.  Brown  Sugar  at  7c. ; 

12^  lbs.  Ginger  at  40c.;  GO  lbs.  Ham  at  14c.;  40  lbs.  Breakfast 
Bacon  at  13c.;  30  packages  Canned  Sahiiou  at  15c.;  25  packages 
Canned  Mackerel  at  13c. ;  100  lbs.  Oatmeal  at  5c. ;  12  jars  Canned 
Fruit  at  20cts;  20  bars  Soap  at  10c.  ;  2  boxes  Matches  at  25c. 
$ — .      Received  in  part  payment  his  check  for  .$50. 

28.  Received  from  H.  J.  Clark  an  oider  on  S.  W.  Hall  for  i$40,  which  Mr. 

Hall  innnediately  paid  with  cash.  A.  C.  ^Morrison  paid  on  acct., 
cash  .S5.      Cash  .sales,  $30.35. 

29.  Deposited  in  bank,  $100.     J.  AV.  Thompson  gave  me  his  note  at  30 

days  to  close  his  account,  $  — .     Cash  sales,  .$2S.70. 

30.  Paid  clerk's  hire,  $20;  freight,  $16.40,  and  drayage,  $10  per  check. 

Cash  sales,  $36.90. 

Inventories  June  30. 

Goods  imsolil,  valued  <at $712 

Safe l-'O 

Office  Furniture 9 

Piesult.— Net  Capital,  $2,065.10;  Net  Loss,  $46.90. 

EXERCISE   I. 

March  1,  1887. — Invested  in  business,  cash  .$200. 

2.  Bought  of  J.  McHardy  for  cash,  goods  invoiced  at  $120. 

3.  vSoki  Thos.  Smith  on  account,  5  bbls.  Flour  at  $5. 

4.  Paid  cash  for  advertising,  $1.40. 

5.  Sold  A.  Brownlee  for  cash,  40  bush.  AVheat  at  80c. 

7.  Sold  Thos.  Smith  on  account,  20  bush,  liai'ley  at  4.5c. 

8.  Bought  of  A.  Hilker  on  account,  10  bbls.  Flour  at  $4.50. 

9.  Thos  Smith  paid  on  account,  cash  $10. 

10.  Gave  A.  Hilker  on  account,  cash  $20,  ;.>u!  my  note  at  10  days  for 

balance,  $ — . 

11.  Paid  clerk's  salary  with  cash,  $10. 

Goods  on  hand  valued  at  $112.60. 

{a)  Transfer  to  the  proper  books  as  in  Set  I. 

{}))  Prove  the  correctness  of  the  Posting. 

((•)  Miike  out  a  Statement  of  Resources  and  Liabilities. 

EXERCI.SE    II. 

April  1,  1887. — Commenced  business  with  cash  on  hand,  $200;  mdse.  in 
store,  $300;  \Vm.  Joik^s'  note  drawn  Feb.  1,  at  60  days,  for  $50. 
I  owe  John  Bark  well  oi\  account,  $30. 
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2.  Sold  Wiu.  Young  for  cash,  10  lbs.  Tea  at  TOt-.  ;  'M)  lbs.  (Jciii,  Sugar  at  9c. 
Deposited  in  the  JNterchants'  J^>ank,  .i^laU.  Paid  cash  for  Repairs, 
$4.50 ;  Fuel,  !?:}. 

4.  Sold  H.  Corbett  on  his  note  at  10  days,  40  lbs.  Uaisins  at  10c, ;  30  ll)s. 

Tea  at  60c. ;  20  l»)s.  llice  at  4c. 

5.  Gave  John  liarkwcU  on  account,  my  check  for  $20.      Received  from 

Wm.  Jones,  his  check  in  full  payment  of  his  note  due  this  d;iy. 

6.  Sold  my  entii-e  stock  of  goods  to  A.  lUirchill  for  82'JO.      Received  in 

payment,  cash  $100,  ]\loiii'(»e's  check  for  $50,  and  Ijurchill's  note  at 
3  mos.  for  the  balance.    $   -.    Paid  clerk's  salary  with  my  check,  $10. 

(«)  Make  the  proper  entries  of  the  transactions. 

{/>)  Prove  the  correctness  of  Posting. 

(c)  Make  out  a  Satement  of  licsoui-ces  and  Liabilities  and  close  the 
accounts. 

((I)  Find  the  loss  or  gain. 

(')  Shew  the  imperfections  of  Singlt;  lOntry  Rook-keeping,  by  referring 

to  the  work  of  this  exercise. 

EXERCISE    III. 

April  11,  1887, — Commenced  business  with  a  cash  capital  of  .$1,000. 
Deposited  in  bank,  .$000. 

12.  Rought  of  S.  W.  Taylor  for  cash,  goods,  as  per  Invoice,  $.'?00.      Paid 

cash  for  Fuel,  ^o]  for  Coal  Uil,'$1.30. 

13.  Sold  S.  H.  Mann  on  account,  12  ll)s.  Tea  at  50c.  ;  13  lbs.  Raisins  at 

lie.  ;  2  ll)s.  Ginger  at  40c.  ;  2  gallons  Vinegar  at  40c.     $— . 

14.  Sold  Thos.  Murray,  50  lbs.  Tea  at  45c.      Received  in  payment,  cash, 

$10,  and  his  note  at  15  days  for  tin;  balance.     $ — . 

15.  S.  H.  Mann  paid  on  account,  cash,  $5.     Gave  C.  D.  Sjwoner  my  note 

at  5  days  for  repairing  store,  $20. 
1 0.  Lost  a  $5  bill, 
li).   Sold  S.  H.  Mann  on  account,  3  bars  Soap  at   10c.  ;   14  gallons  Maple 

Syrup  at  $1.20  ;  40  bushels  Potatoes  at  40c.     $ — . 

22.  Paid  boy's  wages  with  my  check,  $5.50. 

23.  Paid  my  nott^  in  favor  of  C.  1).  Spooncr  with  lash,  $ — . 

Goods  on  hand  \alued  at  $207. 1  7. 

(a)  Enter  the  transactions  into  the  pi()j)er  bo(jk.s. 

(b)  ]\Iake  out  a  statement  and  close. 

(c)  Write  the  note  received  from  Thos.  .Murray,  and  the  one  given  to 
C.  D.  Spooner. 

('/)  How  does  a  dealer  find  tlu;  value  of  the  goods  on  hand?  How  often 
is  this  usually  done  in  actual  business? 

(<')  What  is  meant  by  l)alancing  the  (*ash  IJook  ? 

{/)  Why  cannot  the  gain  or  loss  on  mercliaiidise  be  found  by  Single 
Entry?     Explain  fully. 
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SET    II.— SINGLE    ENTRY. 

Books  used. — Day  Book,  Cash  Book,  Bill  Book,  and  Ledfjer. 

RECORD   OP  TRANSACTIONS-SET  II. 

,  March  1,  18S7. 

Commenced  business  with  the  following  resources :  Cash  on  hand, 
$1,000;  mdse.  in  store,  $800;  N.  Clarke's  note  of  $600  at  4  mos., 
dated  Jan.  10,  1887.  Geo.  Leeds  owes  me  on  account,  $80.  (The 
pupil  must  f;i"'  iiimself  credit  in  the  Day  Book  for  the  amount 
he  invests,  i\a  ntry  will  be  made  in  the  Cash  Book  and  also  in 
the  Bill  Book.) 

3.  Sold  L.  S.  Keith,  on  account,  100  yds.  Flannel  at  50c. ;  24  Silk  Neck- 
ties at  60c. ;  7  yds.  Tweed  at  $1.20. 

5.  Bought  of  M.  Mathers  r-'i  account,  an  invoice  of  goods  amounting  to 
$130.      (Wliy  '    i     .  ■'■■  liijcessary  to  give  the  items  here?) 

7.  Sold  Geo.  Leeds,  40  y/ •.  '    "-  ab  $1.10;  30  yds.  Cotton  at  10c.     lle- 

ceived  in  part  paj   leu.,  oxsl',  $20.     (Enter  in  tlie  D.  B.  and  C.  B.) 

8.  Paid  cash  for  Bepa^'ir  $5  ;  C  a  Oil,  $1.     (Enter  in  the  C.  B.     Why 

not  in  the  D.  B.  ?, 
10.  Deposited  in  the  Molsoi  ^  Pi.c-j-         ;     .''■>^00.     (If  a  Bank  Account  is 

kept,  what  entry?     Shew  wiiy  i^i^.  ^iccount  with  a  bank  may  be 

regarded  as  a  personal  account.) 
12.  Sold  R.  Cameron  on  his  note  at  10  days,  14  yds.  Broadcloth  at  $1.75; 

8  yds.  Farmer's  Satin  at  55c. ;  2  doz.  Collars  at  $2.50.     (Enter  in 

the  B.  B.     Why  not  in  the  D.  B.  or  C.  B.  ?) 

14.  Paid  for  Advertising,  with  cash,  $2.50. 

15.  Received  from  Geo.  Leeds  on  account,  cash  $50. 
17.  Bought  of  C.  TurnbuU  on  my  note  at  30  days,  an  Invoice  of  goods 


amounting  to 


.25.50. 


19.  Received  from  L.  S.  Keith,  his  chock  in  full  of  account,  $ — .     De- 
posited in  the  Molsons  Bank,  $180. 
21.  Sold  D.  M.  Malloch  24  yds.  Scotch  Tweed  at  $1.40 ;  65  yds.  Sheeting 
at  14c. ;  30  yds.  Red  Flannel  at  35c. ;  12  yds.  Irish  Linen  at  40c. 
Received  in  part  payment  his  note  at  30  days  for  $20.     (Enter  in 
the  D.  B.  and  B.  B.     Why?) 
Paid  cash  for  Wood,  $3.60 ;  Express  charges,  $1.25. 
Received  from  Geo.  Leeds  an  order  for  $40  on  S.  AV.  1  )awson,  which 
by  his  request  is  passed  to  his  account,     ((ico.  Leetls  gives  us  value  ; 
therefore  he  must  be  credited.     S.  W.  Dawson  assumes  a  debt; 
therefore  he  must  be  debited.) 
Paid  clerk's  salary  with  my  check  on  the  Molsons  Bank,  $25. 
Gootls  on  hanci  valued  at  $893.80. 
Result.— Net  worth  at  closing,  $2,491.65;  Net  Gain,  $11.65. 
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TO    CHANGE    FROM    SINGLE    TO    DOUBLE    ENTRY. 

In  order  to  understand  clearly  how  to  change  from  Single  to  Double 
Entry,  and  vice  versa,  the  pupil  must  fully  comprehend  the  real  difference 
between  the  two  systems,  viz.,  that  only  personal  accounts  are  kept  in  a 
Single  Entry  Ledger,  while  accounts  with  persons  and  thiny»  are  kept  in^ 
Double  Entry  Ledger.  By  the  one  system  we  regard  persons  as  our 
debtors  and  creditors ;  by  the  other  persons  and  things.  The  puj)il  will 
then  see  that  in  order  to  change  from  Single  to  Double  Entry  it  is  necess- 
sary  to  open  a  new  account  for  every  resource  and  liability,  excepting 
those  connected  with  personal  accounts,  these  being  already  represented. 
The  balances  will  be  entered  into  the  new  accounts,  and  the  we^  yaw  trans- 
ferred to  the  proprietor's  account,  after  which,  if  the  work  is  correct,  the 
Ledger  will  be  in  equilibrium. 

It  is  customaiy  to  close  the  Ledger,  but  is  not  really  important  to  do  so, 
as  the  balances  c;in  all  l-e  found  without  closing  the  books.  Of  course 
they  will  be  closed,  if  a  new  set  of  books  is  to  be  used  after  the  change. 

The  pupil  will  now  take  all  the  balances  from  the  statements  on  pages 
1.30  and  l.'U,  and  work  the  second  part  of  Set  I.  by  Double  Entry.  As  he 
has  already  done  it  by  Single  Entry,  he  will  thus  see  clearly  the  diiference 
between  the  two  systems. 

The  new  accounts  to  be  opened  in  this  particular  case  are  Gash,  Mdse., 
Bills  Rec  ivable,  Bills  Payable,  and  Expense. 

In  Set  I.  the  cash  deposited  in  the  bank  is  regarded  as  cash  on  hand. 
As  all  deposits  are  placed  by  the  bank  officials  to  the  credit  of  the  deposi- 
tor in  the  Bank  Pass  Book,  and  as  the  counterfoil  of  the  last  chec'~  issuec^ 
shews  the  balance  deposited,  it  is  unncessary  labor  to  keep  a  bank  account 
in  the  Ledger. 

Some  book-keepers  make  use  of  a  Cash  Book  having  on  the  Cr.  side  a 
column  for  deposits,  and  on  the  Dr.  side  one  for  the  amounts  of  checks 
issued.  The  difference  between  these  will  of  course,  shew  the  balance  to 
the  credit  of  the  dealer  at  the  bank,  provided  the  checks  have  all  been 
presented  and  honored. 

TO    CHANGE    FROM   DOUBLE    TO    SINGLE    ENTRY. 

To  change  a  set  of  books  from  Double  to  Single  Entry,  complete  the 
posting  and  close  all  the  accounts,  excepting  those  kept  with  persons.  If 
the  books  are  closed  at  the  time  of  making  the  change,  re-open  only  the 
personal  accounts.  The  balance  of  cash  on  hand  will  be  carrifnl  to  the 
Cash  Book,  and  that  of  others'  notes  on  hand,  as  well  as  of  our  notes  out- 
standing, will  be  entered  into  the  Bill  Book. 
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BANKING. 

When  a  person  wishes  to  c»pon  an  account  with  a  Ijank,  lie  must  furnish 
satisfactory  evidence  of  liis  honesty  and  trustiness  in  regard  to  business 
transactions.  This  being  done,  lie  will  be  re(|uired  to  sign  his  name  in  the 
proper  book.  The  object  of  doing  so  is  to  enable  the  bank  officials  to 
test  any  doubtful  signatures  that  may  be  attached  to  checks  or  other 
paper  presented  for  payment. 

Deposit  Slips. — These,  as  well  as  all  other  necessary  blanks,  are  fur- 
nished by  the  bank.  The  person  making  a  deposit  will  lill  the  slip  as 
indicated  by  its  form,  and  hand  it  along  with  the  money  or  other  value 
deposited  to  the  Teller.  If  found  correct  it  will  be  initialed  and  passed  to 
the  Ledger-keeper,  who  will  place  the  amount  appearing  on  it  to  the  credit 
of  the  depositor. 

Bank  Pass  Book. — When  a  deposit  is  made  the  amount  of  it  is  entered 
into  this  book.  At  the  end  of  every  month  the  Pass  Book  should  l)e 
handed  over  to  the  bank  to  be  balanced.  No  entry  is  made  in  it  by  any- 
one but  the  proper  bank  othcial,  as  it  is  the  depositor's  voucher  for  all 
values  given  to  the  bank. 

When  a  person  does  not  wish  to  open  an  account  with  a  bank,  but 
deposits  .'I  sum  merely  for  safe-keeping,  he  may  draw  a  check  for  the 
amount,  payable  to  himself,  and  get  the  banker  to  mark  it  "gocxi."  The 
bank  is  responsible  for  the  payment  of  an  accepted  check  on  it.  If  the 
money  is  to  be  deposited  for  a  considerable  length  of  time,  a  certificate  of 
deposit  should  be  taken  for  it. 

Check  Book. — This  book  contains  forms  of  checks  to  be  filled  out  as 
they  are  needed.  The  particulars  should  be  entered  on  the  stub  before  the 
check  itself  is  written.  Care  must  be  taken  to  enter  the  amounts  so  that 
no  changes  can  be  made  in  them.  The  balance  deposited  should  always 
appear  on  the  stub,  as  this  will  save  trouble  when  making  out  checks. 
When  the  one  who  issues  a  check  wishes  it  to  be  evidence  of  pa;yment 
made  to  the  person  in  whose  favor  it  is  drawn,  it  should  be  made  payavne 
to  the  order  of  su-h  person,  as  he  will  have  to  indorse*  the  check  before 
the  bank  will  cash  it. 

If  a  chc^k,  on  being  presented  within  a  reasonable  time,  is  dishonored 
by  the  bank,  it  should  be  returned  to  the  drawer,  as  no  payment  is  made 
owing  to  it. 

If  a  check  is  not  presented  for  payment  within  a  reasonable  time  after 
being  received,  and  if  it  is  rendered  valueless  on  account  of  such  neglect, 
the  holder  must  bear  the  loss. 

*The  indorsemenb  should  be  on  the  back- written  cromvm,    The  left-hami  bid?  of  tbo  f-vce  U 
generally  regarded  as  the  top  of  the  bagli, 
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In  making  payments  with  checks,  it  is  often  well  to  got  thoni  ctMtiHed. 

If  payment  to  a  person  at  a  distance  is  made  by  check,  it  must  be  diawn 
so  as  to  cover  the  debt  and  a  connnission  of  ^%  (banks  usually  charge  ;J^ 
for  cashing  checks  issued  by  other  banks),  j^ank  drafts  are  lai-gcly  used 
for  making  remittances.  A  draft  for  S'200  or  less,  gcnei-ally  costs  lTx-.  and 
one  for  a  sum  greater  than  8-00,  -^/[  of  its  face  value.  If  there  is  not  a 
branch  of  the  bank  which  issued  the  draft  in  the  place  where  it  is  to  be 
presented  for  payment,  an  allowance  should  be  made  for  the  connnission, 
which  will  be  charged  by  the  bank  cashing  it. 

A  note  discounted  at  a  bank  and  returned,  on  account  of  non-payment, 
to  the  one  who  discounted  it,  should  be  }»aid  at  once  by  him, 

When  a  person  hands  notes  over  to  a  bank  for  collection,  and  does 
not  wish  them  to  be  protested  in  case  they  are  not  paid  at  maturity,  lie 
should  pin  to  each  a  slip  of  pai)er  bearing  tlu^  following,  "No  Protest. 
Take  this  off  before  j)resenting.'  By  doing  this  the  owner  niay  get  the 
notes  back  without  paying  protest  charg(}s. 

PEIVATE    LEDGER. 

The  Use  that  is  made  of  this  book  is  so  easily  understood,  tliat  it  was 
not  considej-ed  necessary  to  give  an  example  of  it  in  the  former  part  of 
this  work.  It  is  simply  a  part  of  what  ccmnnoidy  constitutes  tin;  General 
Ledger,  and  usually  contains  the  Stock  account*  the  Loss  and  Gain  ac- 
count, and  the  Merchandise  account.  It  is  employed  by  Inisiness  men 
in  order  to  avoid  the  inconvenience  of  needlessly  exposing  their  affairs. 
No  more  v/ork  is  entailed,  as  the  accounts  kept  therein,  although  in  a 
separate  book,  are  treated  in  exactly  the  same  way  as  if  they  were  kept  in 
the  General  Ledger. 

PETTY    CASH    BOOK 

Into  this  book  are  entered  small  sums  of  cash  received  or  paid  out.  At 
close  of  each  day  it  is  balanced,  and  the  amount  representing  tht^lifVerence 
between  the  sides  is  transferred  to  tin;  main  Cash  JJook.  The  chief  object 
in  keeping  this  book  is  to  save  space  in  the  Cash  Book. 

PETTY    LEDGER. 

When  persons,  who  are  not  likely  to  do  much  Vjusiness,  purchase  on 
credit,  'h  is  found  convenient  to  open  accounts  with  them  in  this  book. 
Care  must  be  taken  not  to  open  two  accounts — one  in  the  Petty  Ledger 
and  0!ie  in  the  main  Ledger — with  any  pcison,  as  such  is  likely  to  cause 
confusion.     To  avoid  this,  the  indexing  must  be  properly  attended  to. 

SUNDRY    DEBTORS    ACCOUNT. 

This  is  an  account  kept  by  some  in  which  to  (Miter  transactions  with 
persons  who  are  likely  to  purchase  but  litth^  Th(i  ol)ject  is  to  save  space 
in  the  Ledger.     If  siich  j)ersons  buy  on  credit  oftener  than  once,  an  account 
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should  l)e  openorl  with  thorn  in  th(3  rc/^'ul.ir  way,  and  their  account  in  the 
Sundry  T)el)tors  Account  should  l)o  closi^d  into  the  new  one.  If  this 
were  always  adher-ed  to,  much  trouble  might  be  avoided. 

HOW   TO    DEAL    WITH    BAD    DEBTS. 

Ther(^  are  various  ways  of  dealing  with  bad  debts.  Some  carry  them 
into  what  is  called  the  "  Sus})ended  List,"  leaving  the  accounts  open,*  The 
method  that  seems  most  satisfactory  is  to  open  a  liad  Debts  Account  and 
charge  it  with  all  junounts  which  cannot  be  collected.  Close  this  account 
into  Loss  and  C»ain.  The  advantage  of  this  method  is  that  the  sum  written 
off  each  time  the  books  ai-e  closed  is  shewn  cleai-ly.  When  any  of  these 
amounts  are  collected,  it  will  be  necessary  to  hold  whatever  is  received 
Dr.  and  make  Loss  and  Gain  Cr.  If,  however,  any  of  these  amounts  are 
received  while  the  Bad  Debts  account  is  open,  credit  must  be  given  to  it 
instead  of  to  Loss  and  Gain.  Any  amounts  collected  and  credited  to  Loss 
and  Gain  may  be  entered  with  nnl  ink  in  small  figures  opposite  the  sum 
exprcissing  the  whole  amount  of  bit,d  debts  when  tlie  account  was  closed. 
By  doing  this  the  actual  amount  lost  in  this  way  for  any  particular  year 
can  be  seen  at  a  glance,  and  the  confusion  of  mixing  the  bad  debts  of  one 
year  with  those  of  another  is  completely  avoided. 

CROSS    ENTRIES. 

Cross  entries  are  made  in  order  to  correct  errors.  To  shew  the  use  of 
such  entries,  it  may  })e  best  to  consider  a  few  examples. 

Suppose  that  you  gave  L.  Mason  your  check  for  $100  on  account  and 
that  you  made  the  entry  :  f 

L.Mason  Dr $100 

To  Cash $100 

This  wouid  be  corrected  by  the  cross  entry  : 

Cash  Dr $100 

To  Jiaak $100 

It  is  easily  seen  that  tliis  produces  the  same  final  result  as  the  proper 
entry,  viz. : 

L.  Mason  Dr $100 

To  Bank $100 

Cash  was  incorrectly  credited,  therefore  it  must  be  debited. 

(2)  Suppose  L.  M.  Hespeler  paid  on  account  his  sight  draft  on  J .  Smith 
for  $50,  which  Smith  honors  by  giving  his  check,  and  that  you  made  the 
entry : 

*  In  order  to  nvoif'  emharrassmcnt,  if  a  person,  whose  account  is  not  considered  }jood,  should  wish 
to  see  it  in  the  Ledi^er,  the  closing  entry  may  ha  "  By  Balance,"  with  a  private  mark  attached,  to 
indicate  that  the  amount  is  transferred  to  the  Bad  Debts  account,  and  not  considered  a  resourct;. 

t  It  is  presumed  here  that  a  bank  account  is  kept  in  the  Jjedger. 


BOOK-KKKl'INCJ. 


139 


Cash 


Dt 


$(',0 


\  proper 


To  J.  Smith '$'>0 

You  would  correct  thus  : 

J.  Smith  Dr -^hO 

To  L.  M.  Ilesitebr..  .%0 

To  correct  an  oi'i-or  it  is  sonieliine.s  necessary  to  iiiiike  scneivil  entries  of 
this  kind,  but  in  all  cases  the  following  ruhs  will  prove;  aj)plical)le: 

I)el)it  any  account  or  accounts  that  have  been  n-ronijlji  credited ,  or  that 
ought  to  have  l)een  dchited,  and  cr(,'<lit  any  account  or  accounts  that  have 
been  wromjlu  debited^  or  that  ought  to  have  been  credited. 

TRANSFERRING  ACCOUNTS  FROM  AN  OLD    LEDGER 

TO  A  NEW  ONE. 

When  a  Ledger  becomes  filled,  and  when,  in  consequence,  it  becomes 
necessary  to  transfer  the  accounts  tiierefrom  to  a  new  one;,  the  following 
course  may  be  adopted  : — 

1.  Mark  the  old  one  "Ledger  A"  and  the  new  oiu;  "  Ledger  I>." 

2.  Close  the  first  account  in  Ledger  A,  "To"  or  "  J5y  JJalance  to  Lf^dger 
B,"  making  the  entry  in  red  ink. 

Open  a  new  account  in  Ledger  B,  having  the  same  heading  as  the  one 
just  closed,  and  make  the  entry  "  liy"  or  "To  ]3alance  from  Ledger  A," 
in  black  ink. 

[The  closinfj  entry  in  the  old  Ledger  will,  of  course,  be  made  on  the  smaller  side  of  the  account, 
and  the  entry  in  the  new  Ledyer  on  the  other.] 

4.  Index  the  account  as  soon  as  openc^l,  and  indicate  in  each  Lcnlger 
the  page  of  the  other  on  which  it  appears. 

5.  Treat  all  the  accounts  in  a  similar  manner. 

Before  proceeding  to  close  the  accounts,  the  eqnilil)nuni  of  the  old  Ledjjcr  must  be  tested.  The 
new  Ledjfer  will  be  in  balance  when  all  the  transfer  entries  are  made  in  it. 

MANUFACTURING. 

When  a  person  manufactures  all  the  goods  which  he  liandles,  he  should 
charge  Merchandise  account  with  the  total  cost  of  tluun,  and  cr'edit  it 
for  the  proceeds  of  sales.  If  it  is  desirable  to  keep  a  ]\Iaterial  account, 
Labor  account,  etc.,  tliese  will  be  closed  into  the  ^bnchandise  Account 
before  balancing  the  books. 

In  many  businesses,  only  a  part  of  the  goods  is  of  home  manufacture. 
In  such  a  ca.se,  if  the  dealer  wishes  to  know  his  gain  or  lo.ss  in  the  articles 
that  he  manufactures,  he  will  o])en  in  addition  to  the  Merchandise 
account*  one  having  the  heading  "  Manufacturing,"  and  conduct  it  as 
already  indicated. 

*  Hero  the  Merchandise  account  represents  only  the  goods  purchased. 


in 


HOdK  Ki;i:i'I.N(i. 


PLANT    ACCOUNT. 


The  t.prin  "Flfint"  in  UHMrantilo  })hni.s«K>l(»^'y  repivscnts  all  iinpltMiionts, 
injicliiiicfy,  tt(;.,  wliidi  arc  used  in  jiroducin;^  ili«!  ai'ticlo  or  arlit-k'S  mariu- 
fafluccd.  Tlic  IMniit.  iiccdiiiit  is  held  I  )r.  for  <  li(^  lii-st  (•«»st  of  IIk^  plant, 
and  Loss  and  (lain  is  held  J )r.  for  .suhsiMpicnt  amounts  writtiai  oil' owing 
to  <l('|)r(^eiation  in  valuo. 

MARKING  GOODS. 

Wlusn  •joods  aro  i-ccciNcd,  tlic  in\-oic()  should  be  chocked  and  "  niarkcil." 

A  sHp  showiiiji^  the  followiii<f  should  ]h)  attached  to  each  package,  Ac. 

(n)  The  initials  of  ilii'  n:iiiit)  of  f  lie  i>er8on  or  llriu  from  whom  purchoHod. 
(I>)  Tlio  diiti'  of  the  invoii'u. 
((')  The  «iimiitity. 

(d)  The  cost  in  private  charaoters. 

(e)  The  selling  price  in  plain  flKiins  or  private  characterH. 

Any  combination  of  ten  or  eleven  dilVeriMit  lettcn-s  as,  "  llepublicvin," 
"  Tnii)()rtance,"  ifcc,  will  be  found  suitable  for  privat(5  marking.  Suppose 
the  word  '■'■  Nourishdhlc''  is  selected,  th(!  first  ten  hitters  taktui  in  oi-dcu- 
representing  the  numerals  1,  2,  3,  4,  f),  (>,  7,  S,  9,  0,  respectively.  The  last 
letter  may  be  used  as  a  repeater.  For  example,  an  article  costing  81.44, 
would  be  marked  tire,  and  one  costing  §(').U0,  s  h  I.  The  j)upil  will 
un;lei-stand  this  better  by  writing  the  wt)rd  (or  phrase)  and  the  corres- 
ponding figures  thus : 

n  o  u  r  i  s  h  a  b  1  e 

12  345G78  9  0  repeater. 

Marks  which  are  purely  arbitraiy  are  often  employed.     Special  characters 
should  be  chosen  to  denote  fractions,  such  as  |,  J,  |,  kc. 

By  referring  to  the  slip  marked  as  desci'ibed  above,  it  will  be  seen  at 
once  for  what  time  any  article  has  been  in  stock — a  very  important  matter. 

BOOKS  AS  EVIDENCE  IN  COURT. 

When  a  debtor  disputes  the  claim  made  by  a  creditor,  for  which  there  is 
no  otluH"  evidence  than  the  entries  in  the  books  of  the  latter,  the  following 
must  be  proved  before  payment  can  be  enforced : 

(a)  By  whom  the  entries  were  made. 

(h )  That  the  books  produced  are  kept  by  him. 

(c)  That  he  is  a  tvnstirorthy  accountant. 

(d)  That  some  of  the  artic'os  charged  were  deli\'ered. 

[Note.— Books  of  origiwil  entry,  and  no  others,  are  adnutt^d  as  evidence  in  courts  of  law]. 


1J0()K-KKI:IMN(;. 


141 


here  is 
lowing 


BRANCH  HOUSES. 

Whoii  goofls  (ii'o  l)onylit,  for  a  Ix'.iiicli  lit»iis(',  it,  sliould  lie  <l('l»iic»l  F(»r 
iln'ir  cost,  luid  crtMlit  slioiijil  he  gi\t'ii  lo  liici  jum'soms  tVoiii  whom  tim  goods 
wvre  j)urchas<'(l,  or  to  whatever  repi'eseiits  tho  valuo  paid  for  them.  TIk^ 
iiivoic(?s  of  such  goods  shoidd  ho  marked  wit h  red  ink,  so  that  they  will 
not  l)0  charged  to  the  Mei'chaiidiso  accoiuit  like  the  others. 

AVheri  a  Itr.-iMch  house  gets  go(»ds  from  the  store,  it  should  hcMlehited 
for  tho  cost  of  them,  ;md  the  Mercluiiidisc!  account  cicdited.  When  it 
return.s  goods,  it  shouhl  l)o  cn'dited  and  i\lerchandis(}  dehited. 

If  at  the  end  of  f».  t(M'ni  of  business  a  branch  houso  re])oi-ts  a  net  gain, 
it  will  l)o  debited  for  tlu?  Jimount  and  L(»ss  and  (lain  credited  •  l)ut  if  it 
reports  a  net  loss,  it  will  bo  credited  and  Loss  and  (iain  debited. 

A  biiinch  house  should  open  an  account  Avitli  tho  j)rincipal  house,  giving 
it  ci'edit  for  all  values  received  from  it  at  tlu^  time  of  conunencing,  as  well 
as  for  values  subse(|uently  i-isceived,  and  debiting  it  for  all  amounts  remit- 
ted. At  the  dose  of  a  tei'm  of  l)usiness,  this  account  should  bis  debited  for 
the  net  Loss  or  credited  for  tho  net  (Jain,  as  tho  case;  may  be. 

As  branch  houses  do  not,  genei-ally  si)eaking,  pay  for  their  own  goods, 
but  hand  over  their  l)ills  for  settlement  to  tho  })rint'ipal  lutuso,  they  nuist 
credit  it  for  i)urchases  instead  of  tho  ])arties  fioni  whom  tho  gixuls  were 
bought. 

PA-RTIAL  PAYMENTS.* 

By  Partial  Payments  we  mean  the  jiiyment  of  a  debt  by  jjortmis  at 
dilFerent  times. 

In  the  case  of  a  note,  or  otlier  written  oMiifiitinn,  ••  amount  md  date  of  eacli  payment  is 
usually  written  on  the  Iwck  of  it.  Siidi  ackiiouledj^'nu  nts  iijipcarini,'  on  notes,  &c.,  are  ternieil 
iiidiirKfintinfu. 

Receipts  are  sometimes  jfiveii  when  such  payments  are  made. 

The  following  method  Is  the  one  adoj)ted  by  business  men  foi- computitig 
interest  when  a  debt  is  ])aid  by  ])arts.  (This  imsthod  should  1)0  adheriMl  to 
as  it  is  recognized  by  the  coui-ts  of  law.) 

(a)  Reckon  the  interest  on  the  j^^i'^icipd'^'  J'rotn  the  comnieticetnent  to  the 
time  of  the  first  'payment. 

(b)  If  the  piryment  is  greater  than  the  interest  accrued,  deduct  the  sur- 
plus from  the  principal ,  and  regard  the  remainder  as  the  neiv  principid, 
proceeding  as  before. 

(c)  t  //  the  payment  is  less  than  the  interest  due,  the  interest  vnll  be 
reckoned  0)t  the  principal  as  if  no  payment  had  been  made,  until  such  time 


*  As  this  subject  and  the  one  foUowinif  it  are  dealt  with  in  tin;  text-hooks  on  Arithmetic,  it  is 
deenied  uimecessary  to  discuss  them  fully  liere.  Tlie  student  will  work  out  carefully  the  exercises 
on  them  in  the  books  referred  to. 

t  If  the  student  will  look  into  the  matter  he  will  see  that  it  would  be  very  unfair  to  increase  the 
principal,  as  the  debtor  would  be  paying  more  interest  than  if  he  retained  the  amount  paid  in  his  own 
possession. 
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as  the  payments  taken  toyether  are  equal  to,  or  yreater  than,  the  accrued 
interest.  The  surplus  %oill  then  be  deducted  from  the  jrrincipal  and  the 
remainder  regarded  as  the  new  ^irincipal. 

By  oxiunining  carefully  the  foregoing,  the  student  can.  deduce : 

(1)  That  payment  must  first  bo  ai)])lied  to  the  discharge  of  the  interest. 

(2)  That  a  new  principal  cannot  exrecd  a  previous  one. 

(.'0  Tliat  a  debtor  who  pays  an  amount  ?c.s's  fhnii  the  intercut  due,  jrets  nothinjjr  for  the  use  of  his 
money  until  the  sum  of  the  payments  is  sutticiently  larjje  to  cover  the  interest  and  j;ive  a  surplus  to 
he  api)lie(l  to  the  payment  of  the  debt  itself. 

EXAMPLE. 

Port  Elgin,  July  4,  1887. 
$500. 

Fifteen  months  after  date,  T  promise  to  pay  W.  P.  Spalding,  or  order, 
Five  Hundred  Dollars,  for  value  received,  with  interest  at  G%. 

WM.  SWEETMAN. 
On  this  note  are  the  followinf;  indorsements  : 

Received  Apr.  21,  1888,  $100. 
Received  July  .3,  1888,  $70. 

How  much  will  pay  the  note  ^,a  the  ."iOth  Oct.,  1888. 


Received  Sei)t.  15,  1887,  $50. 
Received  Feb.  10,  1888,  .$10. 


SOLUTION. 

1st  Principal .^nOO 

Int.  on  $500  fr^  lu  .Inly  4,  1887,  to  8<jpt.  15,  1887   6 


Amount 50(5 

1st  Payment 50 


2ncl  Principal 456 

Int.  on  !=!456  from  Si!i)t.  15,  1887,  t )  Ych.  10,  1888,  .§11.00, 

which  cxct'c<ls  the  payment. 

Int.  on  $456  from  Sept.  15,  1887,  to  Aj^r.  21,  1888 16  42 

Amount . .  472  42 

2ncl  and  ord  Payments 110 


.Srd  Principal 362  42 

Int.  on  .1362.42  from  Apr.  21,  1888,  to  July  3,  1888 4  .35 

Amount .366  77 

4th  Payment   70 


4th  Principal 296  77 

Int.  on  $21)6.77  from  July  3,  1888,  to  Oct.  30,  1888 5  81 

Anumnt 302  58 

Therefore,  $.302.58  is  the  sum  that  will  discharge  the  debt  on  the  30th  Oct.,  1888. 
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AVERAGING    ACCOUNTS. 

To  average  an  accoinit  is  to  find  the  time  ab  whieli  several  debts  due  at 
different  dates  may  be  paid  in  one  ainuunb  \vitliout  loss  of  interest  to 
either  debtor  or  creditor. 

The  time  found  by  averaging  is  tenuod  the  Equated  Time. 

There  are  several  methods  of  finding  the  cijuated  time  in  use;  but  tljey 
.are  all  ba,sod  upon  the  assumption  tliat  tlie  int(M•(^st  of  the  sum  paid  befoi'e 
it  becomes  (hie.  is  ('((uivalent  to  tlie  interest  of  an  ociual  sum  withiield  for 
the  .same  length  of  lime  after  it  bfcomcs  tluf. 

The  student  who  has  a  knowledfje  of  the  pritiriplcs  underlyim;  the  methods  of  ooniputint;  the 
true  present  worth  of  a  snin  due  at  some  future  date  will  rt'iidily  see  tliat  the  fore^'oinj,;  assumption 
is  not  inatiiematically  ciorrect ;  in  actual  business,  li()we\er,  it,  is  found  very  convenient  to  adopt  it  as 
a  basis,  the  resultinjj  error  being'  so  small  as  to  otfer  no  serious  ol)je(;tion. 


THAN. 

8,  .flOO. 

$70. 


SIMPLE   AVERAGE. 

Simple  Average  in  tlie  pi-ocess  of  finding  the  equated  time  when  an 
account  consists  of  only  d(!bits  or  credits. 

The  following  method  of  averaging  an  account  is  the  one  commonly 
used : — 

(a)   Select  as  tJiefxed  date  the  earliest  on  mliich  an  amount  falls  due. 

{  Any  date  may  be  taken  to  count  from,  but  the  earliest  or  latest  is  chosen  for  the  sake  of 
convenience.] 

(h)  Find  the  time  hetween  the  fixed  date  and  tJutt  npo».  v)h\vh  each  amount 
is  payable,  and  multiply  it  by  the  number  expressing  such  time. 

(c)  Divide  the  sum  of  the  products  by  the  total  amontit  of  the  debt  and 
the  quotient  tcill  give  the  mimber  of  days  between  tlie  fixed  date  and  e'ptated 
time. 


EXAMPLE. 


ROBEBT  CURRY,  Esq, 


To  JAMES  SHIELDS.  Dr. 


1SS7. 

Jan. 
<( 

Fch. 
Mar. 


17 
81 

7s 


To  MiUe 


100 

oO 

ir>o 

^00 

8 


Find  the  equated  time. 


1.,  1888. 
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OPERATION. 
Take  Jan.  17  as  the  lii'st  date. 

From  Jan,   17  to  Jan.  ;^I,  tliore  are  14  days. 


"   to  Fel).  22, 

it             it 

.S6 

t  ( 

"   to  Mar.  IS, 

a         ti 

00 

(( 

100   X      0  == 

50  X    14  = 

700 

150    X     8t)   =: 

5400 

200  X    (JO  = 

1,-)(J00 

5()0  )217(»0(.38;^* 

Therefore  the  whole  amount  maybe  paid  39  days  from  Jan.  17;  that 
is,  t)ii  the  2r)tli  Feb. 

COMPOUND  AVERAGE. 

Compound  average  is  the  process  of  fin<liii<,'  the  time  when  the  balance 
of  an  account  consisting  of  debits  and  credits  should  be  paid.  Various 
methods  of  finding  the  efjuated  time  for  the  payment  of  the  balance  of  an 
account  are  employed.     The  following  one  is  simple  and  practical : — - 

(a)  Find  the  kquati:d  time/ot*  p:acii  side  oftlie  account  separately. 

(h)  Multiply  the  amount  due  on  that  side  of  the  account  which  falls  due 
FIRST,  hy  the  number  of  days  between  the  dates  of  the  equated  ti/ue,  and  divide 
the  product  hy  the  balance  of  the  account ;  the  (piofient  vrill  give  the  number 
of  days  between  the  later  date  and  the  e.fpiated  time  required. 

(c)  If  the  smaller  side  falls  due  first,  Gouiit  forward  froin  the  later 
date;  if  the  larye  side  Jails  due  Fii{sr,  count  backward. 


Dr. 


EXAMPLE. 


Bohert  Fullerton. 


Cv. 


1SS7 

Jan. 

Fi-h. 


To  Mdse 


1SS7 

too 

Feb. 

17 

r,o 

M,(r. 

I.', 

BH  Cash 


CO 
70 


OPERATION. 


iOO  X  00 
50  X  50 


2S00 


150  ) 2800 (19 

19  ds.  from  Jan.  3  gives  Jan.  22  as  tlio 
equated  time  for  the  Dr.  side. 


60  X  00 

70  X  20  1=  1820 


i:w 


)  1820(14 


14  ds.   from  Feb.    17  gives   Mar.   3  as 
tlie  equated  time  for  the  Cr.  side. 


*  In  such  !i  case,  if  the  fraction  i-  less  tauii  ^  it  is  not  counted  ;  if  greater,  it  iy  taken  as  unity. 
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150  X  40  =  6000 
Balance  --=  20 
aiul  Ji.':"'i  z=    300 


Therefore  the  equated  time  is  found  by   counting  300  days  backward 
from   Mar.   3,   as  the  larger  side  falls  due  first.      Eijuated  time,   May  7, 

1886. 


CHAPTEB  X. 


CORRESPONDENCE.* 

Now-a-days  in  almost  any  position  in  life  it  is  considered  a  very  desir- 
able accompUshnient  to  be  able  to  eonnnunicate  thought  to  others  in  clear, 
forcible,  and  "^h^gant  language.  For  the  person  leading  a  connnerciariife, 
it  is  certainly  .i  most  imi)ortant  qualiticatiun  to  possess  the  ability  to  write 
a  good  business  letter.  No  doubt  it  takes  considerable  time  and  study  to 
acquire  proticieacy  in  letter-writing;  indeed,  nothing  short  of  a  good  gen- 
eral education  will  enable  one  under  all  circumstances  to  give  expivssion 
to  his  ideas  in  the  most  suitable  terms.  Although  this  is  the  case,  it  is 
not  to  be  inferred  that  a  person  who  lias  had  })ut  a  limited  training  camiot 
become  fairly  good,  at  correspondence ;  in  fact,  he  may  excel  in  certain 
departments  of  it  by  giving  these  special  attention. 

A  Letter  is  a  written  conmiunication  addressed  bv  the  person  siirninff  it 
to  some  other  person.  It  sh(tuld  consist  of  the  following  ])arts  :  -  1,  ])ate  ; 
2,  Address;  3,  Salutation;  4,  J)ody  ;  o,  Subsci-iption ;  G,  Supei-scriplion. 

The  Date  indicates  the  place  and  time  of  writing.  It  should  appear  on 
the  right-hand  side,  and  at  least  one  inch  from  the  top  of  the  page.  In 
the  case  of  a  note  of  invitation  it  is  customary  to  place  the  date  at  the 
bottom  and  to  the  left. 

The  Address  is  the  name  of  the  person  (or  firm)  to  whom  the  com- 
munication is  sent  together  with  that  of  his  lesidcm-e  or  place  of  business. 
In  letters  of  fi'iendshi[)  the  address  is  sometimes  j)lac(>d  at  the  bottom  and 
to  the  left,  but  in  business  letteis  it  is  usually  i)laced  a  little  below  the 
date  and  to  the  left,  begiiniing  at  the  margin. 

The  Salutation  consists  of  the  introductory  words  of  courtesy  which 
precede  the  body  of  the  letter,  and  which  are  placed  to  the  left  usually 
beginning  at  the  margin. 

The  Body  of  a  ]clt(>r  consists  of  the  sentences  or  paragraplis  which 
express  what  the  writer  wishes  to  eonnnunicate.  It  gt'iicrally  begins  on 
the  line  below  the  salutation,  and  some  distance  from  the  margin.  There 
should  be  a  paragra))h  for  every  subject  introduced,  the  first  line  of  which 
should  begin  from  half  an  inch  to  an  inch  to  the  right  of  the  margin. 


'  Fonns  of  letters  are  also  given  in  tiie  chapters  on  Precis- writing  and  Indexing, 
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Tlio  Subscription  consists  of  the  conipliuientury  woT-ds  placerl  at  the 
bottom  of  a  letter,  and  the  signature  of  the  writer,  all  of  which  should  be 
towards  the  riglit. 

Tlio  Superscription  is  the  full  address  of  the  person  to  whom  the  com- 
munication is  sent,  written  on  the  emelope.     See  below. 

Letters  ai-e  so  varied  in  theii'  chai'acter  that  it  is  impossible  to  lay  down 
rules  applical)le  in  all  cases.      TIk;  foljowitig,  Iiouhmcm',  may  })rove  helpful: 

(a)  Write  vvnthj  and  plalnli/. 

{b)  He  careful  in  ivj^'anl  to  spcllinr/,  puiirtuatiDU,  and  tlie  arrairinir'iit  of  (ho  iliffiTont  parts. 

(c)  Uso  as  /('(('  iconls  as  j)ossil)lo  (psitecially  in  a  liusines-i  Icttt'i-)  to  make  clear  the  nioaiiing. 

((/)  Avoid  sli(i);/  jihrnsrn  and  nn'trdunnntifnl  exiin-toilDitii. 

(e)  Re  id  tlie  letter  and,  if  iiocessary,  tiili'  a  ('«ii!i  of  it  before  enclosinjjf  it  in  the  envelope. 

(/)  See  that  the  onvcl(>;ie  iapro/x'rhi  iliirctcd  and  utaiDjicd.     (See  diaj;rani  below.) 

(i)  Avoid  7;().s/.\r;v'y)f.<  as  far  as  ])()ssil)lc. 

(/()  licpbi  priniipflii  to  a  connnnnicutioii. 

(»)  Never  seal  a  li-tfi'r  of  intrndiictian. 

if)  f  etter-!  containinu'  inipovtant  information  sjfiven  cmijldodiiilhi  should  lie  marked  "  Prirnte,"  on 
both  the  iijiper  left,  liand  ccniier  of  the  envelope,  and  of  the  first  ]y.v^i;  of  the  letlcr. 

(k)  In  replyint,''  to  an  advertisement,  mention  the  name  and  the  number  of  the  paper  in  which  it 
.ippeared. 

Tn  the  exercises  of  this  chapter  the  pupil  will,  as  far  as  he  can,  avoid 
using  th(>  same  languages  as  that  found  in  the  forms  given,  so  that  each 
communication  he  writes  may  ail'ord  some  practice  in  composition. 

Diar/rnm  SJieirin;/  Snpcrscrrpfiov. 


r  €^  ^^a//,  (c;jf., 


STAMP. 


'/.^^^/</^>'//^ 


xnl. 


at  the 
»uld  be 

le  com- 


y  down 
lelpf  ul : 


Prirntc,"  on 
in  which  it 

111,  avoid 
hilt  each 
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Tvr  T  p  T>  Clinton,  ]\[a,y  11,  1887. 

Messrs.  Ivisox  it  Pratt,  '        •' 

'J'oronto,  Out. 

Gentlemen, — 

Permit  mo  to  introduce  to  you  my  friend,  ^Iv.  A.  S  Taylor,  an  enter- 
prising and  successful  meiH-liant  of  this  town,  wlio  goes  to  your  city  to- 
morrow to  purchase  goods.  1  shall  be  happy  to  acknowlcdtre  as  a  favor  to 
mys(>]f  any  assistance  that  you  mav  bo  able  to  gi\'e  him. 

Yours  r('s])('ctfully, 

JOHN  CAMHllON. 

In  a<l(liti(>n  to  Hie  ordinary  siiiicrsrriiiHi)n  iilncc  (he  oxiircssion,  "  Intr<»hirln;i  A.  S.  Tniihtr,  Es<]., 
Clint(i)i,"  no:ii'  X\w  liottoui  (if  IlK'  urn  flojn'  and  to  tlii>  li't'l. 

Never  introduct'  one  iiiiwortliy  of  confidence. 

Do  not  accept  a  letter  of  introduction  from  an  unrelialile  person. 

Do  not  introdiu'e  parties  unless  the  acipiaintance  thus  fornie<i  is  likely  to  be  aLfreealile,  or  advan 
tas'eons  to  liotli. 


Ijvlier  of  I iilroiliicllon  InciirriiKj  Lhihilitij. 

Tvr  T  t  T,  Clinton,  iMav  11,  1887. 

Messrs.  Ivison  iVr  Pratt, 

Toronto,  r)nt. 

Gentlemen, — 

Allow  me  to  intro(h;ffi  tlui  bearei-,  ^fr.  A.  S.  'I'aylor,  a  merchant  of  tli  s 
town.  You  may  consider  me  resjionsihle  for  goods  that  In;  may  buy  fro  ii 
you,  to  the  amount  of  li\(>  hundretl  dollars. 

Y(  lurs  respectfully, 

jDlf.V  CAMKllON. 

Such  letters  :is  the  foreu'oiii'jT,  invohitr/  jiecuniary  intercsis,  slionld  ho  ;:iven  only  to  responsi  i  e 
parties,     (ireat  care  slionld  he  exercisid  in  this. 


f 


EXERCISE    I. 

On  the   ;K)th   of  .Tune,    1887.    A.  S.  Taylor  failed.      IJesouree.s,  !fi!7,00  ) 
Liahilitie.s,  .$9,0()(».      ivison  it  Pratt's  account  against  him  is  .^900.     Wi  ite 
their  letter  to  John  Cameron. 

Itequestitig  to  have  an  Account  Oj/enejl  and  Ordering  Oooils. 

■yr  ci  f  n  AN'oodstock,  .luiie  1 U,  188/  . 

Messrs.  Sallows  Sr  Co.,  '  ' 

:\1  out  real,  P.  Q. 

Gentlemen, — 

Having  opened  a  boot  and  shoe  store  in  this  town,  I  desire  to  opei   an 
account  with  you. 


f 
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For  iufoiiuutioii  in   regard  to  my  standing  financially,  I  beg  leave  to 
refer  you  to  D.  C.  McMurchy  of  your  city. 

If  you  decide  favorably,  j>lea.se  forward  immediately  by  express — 

1  20  prs.  Men's  Buif  Bals., 

100     "  "     Gaitei-s. 

120     "   Women's  French  Kid  Bals. 

Yours  ti'uly, 

JAMES   DOTY. 

Reply  to  thu  Foreyoituj. 

MoNTKEAL,  .June  14,  1887. 
Mh.  Jamks  Doty, 

Woodstock,  Out. 

Dear  Sir, — 

Yours  of  the  10th  instant  at  hand,  for  which  favor  please  accept  our 
thanks. 

Having  referred  to  ^\r.   McMurchy  as  to  your  standing,  etc.,  we  take 
pleasure  in  placing  your  name  on  owv  list  of  customers. 

Enclosed  you  will  find  Invoice  of  CJoods  shipped  this  morning,  as  per 
your  order. 

Very  respectfully, 

SALLOWS   &   CO. 


EXERCISE    II. 

Write  a  letter  from  H/dlows  &  Co.  to  Doty,  refusing  to  send  him  goods 
on  credit,  and  assigning  reasons. 

Order  for  Goods. 

Port  Elgin,  May  12,  1887. 
Messrs.  Giluoy  k  .Tohnson, 

Hamilton,  Ont. 
(tENTLEMEN, — 

Please  forward  by  expi-ess  the  following  goods : 

2  Half  Clu^sts  Oolong  Tea, 
.S  IJags  Rio  Com>e. 
Draw  on  us  at  30  days'  sight,  and  oblige, 

Yours  truly, 

KENNEDY  &  McKAY. 

In  filling  out  an  order  care  must  lie  taken  to  write  plainly  and  (five  all  the  distinguishing  marks, 
&c.    Inattention  to  this  is  often  followed  by  serious  inconvenience. 


eave  to 


DOTY. 


1887. 


ccept  our 
„  we  take 
ng,  as  per 

&  CO. 


him  goods 


1887. 


VIcKAY. 
lishing  marks, 
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Reply  to  the  forerioing, 

Hamilton',  May  14,  1887. 
Messrs.  Kennedy  A;  M(;Kay, 

Port  P^lgin,  Out. 
Gentlemen, — 

Enclosed  please  find  Invoice  and  IJill  of  Lading  of  (Joods  shipped  to 
you  this  day,  as  per  your  order  of  the  12th  inst.,  which  goods  we  hope 
will  prove  satisfactory. 

At  your  recpiest  we  send  draft  at  30  days'  sight.  Please  acce[)t  the 
same  and  remit  at  your  earliest  convenience.  Soliciting  your  further 
orders,  we  remain, 

Yours  truly, 

GILIJOY  &  JOHNSON'. 

As  soon  as  convenient  after  the  rct^eipt  of  iroods,  they  should  be  rxaniined  to  see  whether  they 
af^ree  with  the  invoice  or  not.  If  found  correct  tlie  invoice  should  he  "lUiirkcd"  and  the  jiroi)er  entries 
made  in  the  booits.  If  not,  the  house  supplyinjif  the  "foods  should  be  notified  of  the  error  at  once.  See 
page  48. 

EXERCISE    III. 

Wi'ite  a  letter  to  your  employer  asking  f(jr  an  increase  of  salaiy,  stating 
reasons. 

Letter  Acknov^Ied(jin(j  Receipt  of  Goods. 

,T  -c^  t    A/T  Ottawa,  Se])t.  IG,  1SS7. 

Messrs.  Fraser  ik  Munro,  '      ^  ' 

Montreal,  Que. 

Gentlemen, — 

Yours  of  the  14th  inst.,  advising  me  of  shijDinent  of  goods,  came  to 
hand  yesterday. 

The  goo<.ls  have  arrived  to-day  in  excellent  condition,  and  I  am  well 
satisfied  with  them. 

Yours  respectfully, 

O.  M.  J3ATKS. 

Letter  Complaining  of  an  Error  in  a  Rill. 

.     o,    T  Owen  Sound,  Jan.  22,  1887. 

A.  S.  Lawrence,  '  ,  ^     « . 

Hamilton,  Ont. 
Dear  Sir, — 

In  your  bill  of  the  15th  inst.,  I  am  charged  with  2  Bags  T{io  Coffee, 
which  I  neither  ordered  nor  received.  Kindly  make  the  necessary  correc- 
tion and  return  the  bill,  which  I  enclose  herewith. 

Very  truly  yours, 

EDWARD  GRAHAM. 
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EXERCISE    IV. 


Write  Lawfeiice's  reply  and  also  Graham's  acknowledgment  of  tho 
correction  made. 

Letter  Encloshig  Puyment  fur  Goods. 

TV,  -D  f    ri  BUOCKVILLE,    Au;?.    8,    1887. 

Messrs.  Pratt  it  Co.  '        »      ' 

Oshawa,  Oat, 

Gentlemen, — 

Enclosed  find  a  draft  for  $130,  the  amount  of  your  bill  of  the  5th  inst. 
Please  receipt  the  bill  which  I  send  heniwith,  and  return  it  to 

Yours  ttc, 

A.  ROBINSON. 

Payiiit'iits  should  be  iiiiule  on  Uio  vury  day  iif;i'eud  uiioii.  If  that  is  not  |i<)ssiblo,  a  coiniiinrii(\afioii 
fx))luinini;  the  matter  must  be  sent  pi()in|)lly  to  the  creditor.  Thorou{,'h!y  trained  business  men 
'■never  put  off  tih  to-morrow  what  should  be  done  to-day." 

Letter  Encloshiy  a  Kendttance. 

T  T.  -c  WiNNii'Ec,  May  12,  1887. 

John  Fisher,  Esq.,  '       -^       ' 

Emerson,  Man. 

Dear  Sir, — 

Herewith  I  send  a  draft  on  Harrison  it  Wilson,  of  your  tcnvn,  for 
$35.40,  to  close  my  account.  Please  send  a  I'eceipt  in  full  of  all  demands 
to  date,  and  oblige, 

Your  obedient  sei'vant, 

ALEX.  ROSS. 

Letter  lieqaestliKj  a  llemiltauce. 

St.  Catharines,  June  1,  1887. 
George  C,  Leeds,  Esq., 

Grimsby,  Ont. 
Dear  Sir, — 

We  desire  to  call  your  attention  to  the  enclosed  statement  of  account 
shewing  a  balance  in  our  favor  of  §140.50. 

By  remitting  the  amount  at  your  earliest  possible  convenience,  you 
will  oblige, 

Yours  respectfully, 

PHKLT'S  &  OUR. 

EXERCISE    V. 

Write  Leeds'  reply  if  lie  finds  that  the  statement  does  not  agree  with 
liis  own  books. 
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I  •'■.■'! 
ill 


Eeply. 


GuiMsuv,  Jutu!  3,  1887. 


Messhs.  Puklps  (fc  Orr, 

St.Cjithariiics,  Ont. 

GliNTLKMEN, — 

Yours  of  the  1st  inst.  rnciuestiiit;  a  iscittUMuent-,  of  accouiu.,  to  liaiul.  T 
am  sorry  that  T  cannot  remit  Ix't'oi-e  the  lOtli  inst.  If  you  \\'\\\  not  press 
the  matter  until  that  date,  y(ju  will  greatly  oliligi!. 

Youi's  ti'ulv, 

\n\().  ('..   I.KEDS. 


EXERCISE    VI. 

1.  Wi-ite  a  letLei'   to  Wni.  Taylor,  Hamilton,  r(M[U(!sting  a  statement  of 
account. 

2.  Write  Taylor's  re})ly  enclosini^  statement. 

3.  Write  a  Icitter  to   AVm.    Taylor  enclosing  a  draft  for    tin;    amount 
due  liim. 

4.  Write  Taylor's  acknowledgment  of  the  I'emittance. 


II R. 


w 


ith 


Requesting  Payment. 

T  -n,  T-  Owen  Sound,  ]\Iay  20,  1887. 

Joseph  Lmeuson,  Lsq.,  '       -^       ' 

Southampton,  Ont. 

Deau  Sir, — 

As  "we  have  several  large  payments  to  make  on  tlu^  first  d~y  of  June,  Wb 
are  reluctantly  compelled  to  ask  you  to  settle  your  account  (as  per  enclosed 
statement)  in  the  ineantime.  \\y  attending  to  the  matter  you  will  greatly 
oblige, 

Yours  respectfullv, 

ADAMSOX   &  CO. 

To  neglect  replyintr  at  once  to  a  lutiur  like  the  forctfoiti;,'  is  almost  sure  to  load  to  unpleasant iiuss. 

Uryeiitly  ReqtcestiiKj  Payment. 

T  17  -r-  Owen  Sound,  June;  2,  1887. 

Joseph  liMEKsoN,  Esq.,  '  ' 

Southampton,  ( )nt. 

DiiAR  Sir, — 

Permit  us  to  call  your  attention  to  our  l(!t(rr  of  the  20th  ult.,  asking 
you  to  settle  your  account,  which  is  long  j)ast  due. 

By  remitting  immediately  you  will  .save  costs,  and  oblige, 

Yours,  (fcc, 

A  DAM  SON  &  CO. 
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NoticB  of  Draft. 


Clinton,  May  24,  18S7. 
Messrs.  Taylor  &  Co., 

St.  Catharines,  Onfc. 
Gentlemen, — 

W«  have  tin's  day  drawn  on  yoH  in  favor  of  A.  S.  Embury  at  30  days' 
sight,  for  $120.     Please  honor  and  oblige, 

Yours  very  truly, 

MANNING  A  SCOTT. 


Notice  of  a  Dishonored  Note] 

H.  C.  Cameron,  Esq.,  Galt,  July  11,  1887. 

Paris,  Ont. 
Dear  Sir, — 

Having  presented  for  payment,  James  Callan's  note  for  $  1 00,  indorsed 
by  you,  he  stuted  he  could  not  pay  it.  I  shall,  therefore,  reluctantly  be 
obliged  to  look  to  you  for  payment.  By  attending  to  the  matter  inmiedi- 
ately  you  will  obli!:;o, 

Yours  respeetfidly, 

J.  P.  IlEOWEN. 


Ajyplicatlon  for  a  Situation  as  Book-keeper.  ' 

Clinton,  June  17,  1837. 
J.  C.  Richardson,  Esq., 

Walkerton,  Ont. 
Dear  Sir, — 

In  reply  to  your  advertisement  in  the  Glebe  of  to-day,  for  a  book 
keeper,  I  Ix-g  leave  to  offer  you  my  services. 

Just  after  taking  a  thorough  course  at  the  Clinton  High  School  four 
years  ago,  in  commercial  work,  I  became  assistant  bookkeeper  for  Miller 
&  Gregory  of  this  town,  coditinuing  in  t^ieir  employ  ever  since.  Please 
find  enclosed  their  testimonial  as  to  ray  character,  ability,  &c. 

If  I  am  successful  in  this  application,  I  shall  enter  upon  my  dutiea 
determined  to  discharge  them  faithfully. 

Your  obedient  servant, 

L.  M.  HAY. 
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Application  for  a  Situation  os  Teacher 

Paislky,  :M.iy  12,  1887 
Jas.  H.  Scott,  Esq., 

Sec.  P.  S.  B., 

Suininerside,  Out. 
Deau  Sir,— 

In  reply  to  your  fulvei'tisenioiit  in  tlio  DnUi/  Mail  of  to-day.  T  liereby 
respectfully  offer  myself  as  a  candidate  for  the  \acaiicy  in  your  school. 

I  hold  a  First-Class  Professional  TcMchcr's  Ctirtificate  ((ii-ach^  C  ,  and  T 
have  five  years'  experience,  as  is  shewn  by  the  enclosed  testimonials,  to 
which  I  beg  leave  to  refer  you. 

Should  T  be  honored  with  the  appointment,  T  shall  take  chai-ge  with 
both  the  determination  and  confidence  that  my  services  w  ill  ])r()ve  satis- 
factory to  all  concerned. 

I  have  the  honor  to  be. 

Your  obedient  servant, 

PETER  CKAMWELL. 


EXERCISE    VII. 

Write  a  letter  to  the  headmaster  of  the  school  you  have  been  attend- 
ing, requesting  him  to  give  you  a  recommendation. 


:in 


Recommending  a  Teacher. 

MiLLHANK,  June  1.5,  1S87. 

To  WHOM  IT  MAY  CONCERN, 

This  certifies  that  Mr.  C.  H.  Cann  taught  as  pi-incipal  of  the  })ublic 
school  here  for  four  years,  and  that  during  thnt  time  lie  proved  himself  an 
earnest,  painstaking,  and  successful  teacher. 

Mr.  Cann  is  a  gentlemen  whose  character  is  above  reproach,  and  he  is 
thoroughly  devoted  to  his  profession.  I  ha\  e  therefore  nmch  pleasure  in 
recommending  him  as  a  first-class  teachei*,  Avho  wiU  always  have  the  moral 
as  well  as  the  mental  interests  of  his  pupils  at  licart. 

J.  S.  SIMTSON, 

Chairman  P.  S.  B. 

Miir.ank,  Ont. 
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Calliu'j  a  JJudineas  Meeting. 

KiNCAHDINK,  JutUi  23,  1(S87. 

Jamks  Millkh,  Esq., 

Dear  Sir,  - 

There  wiinu!  a  spccifil  in('ntlii<^  (»f  IIk?  iri,i,'li  Scliool  IIouimI  licld  iii  tlio 
Council  Clifuuhci',  nt  iS  o'clock  to-night.  You  arc  respectfully  icciucstiid 
to  utteu'l. 

Yours  truly, 

A.  M.  SHlKf-DS, 

Src.  H.  S.  13. 

^^ole  of  1  nvitation. 

INIiss  JVlaggio  ]V[c(^r<!gor  rcijuests  the  plcasui-e  of  Mr.  AVilliaui  Y^mng's 
company  next  Tuesday  evening  at  eight  o'clock. 

28  Welland  Ave.,  June  9. 

Anmrer  (Accepting ). 

Mr.  William  Young  presents  his  compliments  to  Miss  Maggie  Mc- 
Gregor, and  accepts  with  jjjeasure  her  kind  invitation  for  next  Tuesday 
evenintf. 

201  St.  Paul  St.,  June  10. 

Aiisioer  (  DecHidng ). 

Mr.  William  Young  presents  his  compliments  to  Miss  Maggie  Mc 
Gregor,  and  deeply  regrets  ihat,  owing  to  a  previous  engagement,  h( 
cannot  accept  her  kind  invit/ition  for  next  Tuesday  evening. 

204  St.  Paul  St.,  June  10. 


EXERCISE    VIII. 


Write  a  note  of  invitation  to  a  birthday  party. 

Give  a  reply  accepting  the  invitation,  and  one  declining  it. 


EXERCISE    IX. 


Arnoldus  Thomas  is  a  dry  goods  inf^.'chant  in  the  town  of  Walkerton. 
Write  for  him  a  circular  to  his  customers  announcing  the  arrival  of  his 
spring  goods. 
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i,  1S87. 


p1(1  in  the 
i'i!(|ui;sted 


[.  S.  B. 


I  Young's 


EXERCISE    X. 

Answer  one  of  the  following  advertisements  : 

"  Wanted. — A  young  girl  .is  suleswoinan  and  assistant  l)ook-keopor  in 
a  millinery  establishment.  Address,  giving  testimonials  and  full  par- 
ticulars as  to  age,  education,  experience,  ttc,  Mrs.  11.  A.  MacLt'an, 
Eskdale,  Ont." 

'*  WANTiii). — In  H  law  office,  a  boy  about  15  years  of  age,  who  is  a  fair 
penman.  Applications,  stating  jjarticuiars,  to  be;  addressed  to  llobijis(m 
&  Son,  Walkerton." 

EXERCISE   XI. 

Write  a  letter  to  a  fritnid  in  Winniix'g,  telling  him  that  you  have  some 
notion  of  locating  there,  and  stating  the  anutunt  of  caj)ital  you  wish  to 
invest,  the  lines  of  business  you  jiropose  to  pursue,  itc.  Ask  him  for  such 
information  as  may  help  y  )U  to  decide  \\\nni  what  to  do. 


ggie  Mc- 
Tuesday 


EXERCISE  XII. 
Write  an  advertisement  under  the  lieading,  "Stoie  to  Kent." 

EXERCISE    XIII. 

P>.  A.  Young,  of  Manchester,  telegraphs  to  Muir  it  Co.,  of  T(tronto,  i-e- 
questing  them  to  send  at  once,  by  expi-ess,  (SO  jtackages  Canned  Salmon, 
and  to  draw  on  him  at  ten  days.  Write  the  telegram,  which  nmst  not 
consist  of  more  than  ten  words. 


^•gie  'Mc 
nent,   h< 


EXERCISE  XIV. 


You  have  sold  your  farm  for  $5,000,  receiving  in  payment  $2,000  cash, 
and  a  mortgage  bearing  interest  at  6%  for  $."?,000.  AViite  a  telegram  not 
exceeding  ten  words,  to  Lachlan  MacLean,  (ii-esham,  informing  him  of  all 
the  particulars. 


EXERCISE  XV. 


Write  an  advertisement  under  the  heading,  "Farm  for  Sale." 


Ikerton. 
il  of  his 


r 
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CHAPTEE    XI. 


Acct.,  Account. 
Acc'nt.,  Accountant. 
Adv.,  Adventure. 
Agt.,  Agent. 
Amt.,  Amount. 
Ans.,  Answer. 
Ap.,  April. 
Aug.,  August. 
Av.,  Average. 

Bal.,  Balance. 
B.B.,  Bill  Book. 
Bbl.,  Barrel. 
Bk.,  Bank. 
B.P.,  Bills  I'ayable. 
B.R.',  Bills  lleceivable. 
Bl'k,  Black. 
Bot.,  Bought. 
Brot.,  Brought. 


ABBEBVIATIONS. 

Esq.,  Esquire. 
Exp.,  J'iXpenses. 

Feb.,  Fel)ruary. 

Fir.,  Firkin. 

F.o.b. ,  Free  on  Board. 

Fol.,  Folio. 

Fw'd,  Forward. 

For.,   I'\)i';ign. 

Fri.,  Friday. 

Ft.,  Freight. 

Gal..  (Jallon. 

(>en.  L.,  (Tcneral  Ijcdger. 

Guin.,  (iuinea. 

Hdkf.,  Handkerchief. 
Hhd.,  Hogshead. 
Hund.,  Hundred. 


Cap.,  Capital. 

C.b.,  Cash  Book. 

CD.,  Certiliv;ate  of  Deposit. 

Clk.,  Clerk. 

Chgd.,  Charged. 

Co.,  Company. 

CO.,  Account  Current. 

CO.  D.,  Collect  on  Dehvery. 

Com.,  Commission. 

Consgt.,  Consignment. 

Cts.,  Cents. 

Cwt.,  Hundredweight. 

D.,  Pence. 
D  or  d.  Day. 
D.B.,  Day  Book. 
Dec.,  December. 
Dft.,  Draft. 
Dis.,  Discount. 
Div.,  Dividend. 
Do.,  The  8ame. 
Dols.  or  $,  Dollars. 
Doz.,  Dozen. 

E.  &  0.  E.,  Errors  and 

Omissions  Fxcei)ted. 
Ea.,  Each. 
Ext'd,  Extend. 
Exch. ,  Exchange. 


I.B. ,  Invoice  Book, 
i.e..  That  is. 
Jnst.,  instant. 
Int.  Interest. 
Inv.,  Invoice. 
Invty.,  Inventory. 

J.,  Journal. 
Jan.,  January. 
J.F.,  Journal  Foho. 

Lbs.,  Pounds. 
li.B.,  Letter  Book. 
L.F.,  Ledger  Folio. 
L.  &  (i.,  lioss  and  (iain. 

M.,  Thousand. 
Mar.,  March. 
Mem. ,  Mciuorantlum. 
Mft'g,  Manufacturing. 
Mo.,  Mouth. 

N.B.,  Take  Notice. 
Is'o,,  Nund)er. 
Nov.,  Novendior. 

Oct.,  October 

O.B.,  Order  Book. 

O.  I.  B  .  Outward  Invoice  3'k. 

Oz.,  (.)unce. 


P.,  Page. 

P.C.B.,  Petty  Cash  Book. 

Pes.,  Pieces. 

Pd.,  Paid. 

Per,  By. 

P.B.,  Pass  Rook. 

Pkg.,  Package. 

P.O.,  Post  Ottice. 

Pol.,  Policy. 

Prem.,  Premium. 

Prox.,  Next  Month. 

Pts.,  Pints. 

Qr.,  Quarter. 
Qt.,  Quart. 

IJ.B.,  Eeceipt  Book, 
llec'd,  Beceived. 
Itec'pt,  Beceipt. 
Beg.,  Register. 
Hep.,  Ivepresentation. 

Ro.,  ' " 

K.B 


Right-hand  Page. 
Railroad. 


Sat  ,  Saturday. 
S.B.,  Sales  Book. 
Sec,  Secretary. 
Shipt.,  Shipment. 
Sq.,  Square. 
St.,  Street. 
Stg. ,  Sterling. 
Sunds.,  Suntlries. 

T.B.,  Trial  Balance. 
Thurs.,  Tiiurstlay. 

Ult.,  Last  Month. 

Viz.,  Namely. 

W.B.,  Way  Bill. 
Wed.,  Wednesday. 
Wt.,  Wc'ght. 

Yds.,  Yards. 
Yr.,   Year. 

^,  at. 

%  ,  Per  Cent. 

]/,  Check  Mark, 
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MERCANTILE    TERMS    DEFINED. 

ACCEPTANCE— The  assent  of  the  person  ou  whom  a  bill  is  drawn  to  pay  it  when 
due.     The  accepted  bill. 

ACCOMMODATION — A  loan  of  nuniey.  A  draft  accepted  or  a  note  indorsed  merely 
to  oblige  another,  without  valuable  consideration. 

ACCOUNT  CURRENT— A  stak'nient  of  the  transactions  between  two  parties, 
shewing  the  condition  of  atlairs  at  the  current  time, 

ACCOUNT  PURCHASE— A  formal  writt^  n  statement  rendered  by  an  agent  to  his 
principal,  slieuing  the  cost  of  gootls  ]»iirchased,  as  well  as  all  expenses  and 
charges  connected  therewith. 

ACCO^INT  SALES — A  written  statement  oi  yoods  s(dd  on  commission,  shewing 
quantities,  prices,  &c. ,  as  well  as  all  cliarges  on  the  same. 

ADVENTLRE — A  term  representing  goods  sent  to  be  sold  ou  commission. 

AD  VALOREM— According  to  value. 

ADVICE — Information  regarding  ;\  business  matter. 

A(  JENT — One  who  has  power  to  transact  business  for  another. 

ANNUITY — Value  payable  at  the  cxoiratinn  of  certiin  periods  of  time.  An  annu- 
ity may  be  payable  yearly,  half-yearly,  quarterly,  &c. 

ASSESSMENT— The  valuation  of  tlie  property  of  those  who  are  to  pay  a  tax,  for  the 
purpose  of  lixing  tlie  proportion  whicli  eaeh  sliall  2)ay. 

ASSETS— All  values  belonging  to  a  person,  firm,  or  corporation. 

ASSIGNEE — A  person  ai)pointed  by  another  to  perform  some  business.  One  to 
whom  an  assignment  is  made. 

ASSIGNMENT— The  transfer  of  the  property  of  a  bankrupt  to  another  in  whom  it 

is  vested  for  the  bcnelit  of  creditors. 

ASSIGNOR — One  who  triirsfers  an  interest  to  another. 

ATTACHMENT — A  seizure  of  goods  by  virtue  of  legal  process. 

AUDIT — To  examine  accounts  and  testify  to  their  correctness. 

AVERAGING  AN  AC(^OUNT— Finding  the  time  at  which  the  balance  of  an  account 
may  be  paid,  so  that  neither  party  concerned  may  suffer  loss. 
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BALANCE — The  difference  between  tlie  sides  of  an  account.     To  close  an  account. 
BALANCE  OF  TRADE— The  difference  between  exports  and  imports  of  one  country 

with  respect  to  another. 
BALANCE  SHEET — A  statement  in  Tabulated  form,  shewing  fully  the  condition 

of  a  business. 
BANK  BILL — .\  promissory  note  issued  by  a  bank,  payable  to  bearer  on  demand, 

and  circulated  as  money. 
BANK  BOOK— A  small  book  held  by  the  depositor,  into  which  deposits  are  entered 

by  the  bank  offieials,  as  they  are  made.     At  stated  times  it  is  lianded  over  to 

the  bank  accountant  to  be  balanced.     This  being  done,  it  ami  the  voueher*^ 

are  returned. 
BANKRUPT— Unable  to  pay  debts. 
BARTER — To  exchange  one  commodity  for  another. 
BILL— A  detailed  statement  of  goods  bouglit  or  sold. 

BILL  OF  ENTRY — A  written  statement  of  goods  entered  at  a  custom  hons& 
BILL  OP  EXCHANGE — An  order  issued  in  one  country  for  the  payment  of  money 

in  another. 
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BILL  OF  LADTXrj — A  ■written  statement  sigjied  by  the  master  of  a  v^sKel  aeknow- 
ledgint^  the  I'eceipt  of  goods  fin  l)o  ird,  an<l  aureeiiig,  under  certain  conditions, 
to  <leliver  them  safe  to  tiie  person  to  whom  they  are  direeted. 

BILL  OF  SAliE — A  contract  under  seal,  l)y  which  a  person  conveys  his  title  to 
projjerty. 

BLANK  CREDIT — Permission  to  draw  on  a  person  or  firm  to  a  speeified  amount. 

BOND— A  written  obligation  under  sviii  to  pay  a  sum  or  perform  a  contract. 

BONDED  GOODS — Ooods  left  in  charge  of  tlie  otHcers  of  customs,  for  the  duties  <m 
which  bonds  are  given  at  the  custom  house. 

BON  DICD  WAREHOUSE  -A  warehouse  in  which  goods  are  kept  for  security  of  the 
duties  chargeal)le  on  them. 

BOTTOMRY  BOND— A  lien  on  a  vessel  as  security  for  money  lent  to  tlie  owner, 
the  understan<ling  Ijcing  that  if  the  vessel  is  lost  on  the  voyage,  tiio  money 
will  not  he  refunded. 

BBOKl'IR — One  who  buys  and  sells  ])roperty  for  others. 

BROKERAGE — The  percentage  paid  to  a  Ijroker  for  his  services. 


CAPITAL — The  effects  invested  in  any  business. 

CARGO — The  goods  or  wares  conveyed  in  a  sliip. 

CASH  DISCOUNT — xVn  allowance  made  for  payment  within  a  specified  time,  or  for 
payment  of  ready  money. 

CERTIFIED  CHECK— An   order  on   a  bank,  Avhich   is   marked    "good"   by   t)ie 
cashier,  the  bank  l)eing  thus  made  responsible  for  its  jjayment. 

CERTIFICATE  oF  DEPOSIT— A  receipt  given  by  a  banker  to  a  depositor  as  his 
voucher  for  value  deposited. 

CHARTER  PARTY — An  agreement  between  the  owner  of  a  vessel  and  the  person 
to  whom  she  is  ehaVtered. 

CHAT'I'ELS— Movable  property. 

CHA'I'TEL  NOTE — One  jiayable  otherwise  than  in  money. 

CHI'-CK — An  order  on  a  bank.     (See  Jjage  52.) 

CIRCULAR  LETTER — A  jirinted  sluiet   issued   by  a  house  for  a  special  purpose, 
such  as  notifying  customers  of  the  arrival  of  goods,  etc. 

CIRCULATING  MEDIUM — Whatever  passes  as  money  ;  such  as,  bank  notes,  bank 
drafts  jjayable  on  demand,  etc. 

CLEARANCE — A  certificate  fiom  a  custom  liouse  that  a  vessel  has  permission  to  saiL 

COCKET — A  custom  house  certificate  tluit  goods  have  been  <bdy  entered. 

COMMERCIAL  PAPER— Promissory  notes,   drafts,  bills  of  exchange,  checks,   &c. 
All  paper  Avhich  can  lie  transferred  from  one  to  another  as  value. 

COMMISSION — An  allowance  to  an  agent  for  services  rendered. 

COMPOSITION— The  act  of  discharging  a  debt  l)y  paying  a  part  of  it. 

COMPROMISE — To  settle  a  dispute  by  mutual  concession. 

CONSIGNEE — One  ta  whom  goods  are  sent  to  be  sold  for  another.     One  to  whom  a 

ships  cargo  is  directed. 
CONSKiNMENT — Goods  received  to  be  sold  on  commission. 
CONSIGNOR — One  who  consigns  goods  to  anothei . 

CONTRABAND  TRADE— The  exporting  or  importing  of  goods  illegally.     Trade 
prohibited  by  law. 

CORPORATION — A  society  legally  authorized  to  transact  business  as  an  individual. 
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Countermand — a  revocation  of  a  former  order.  Sonietinies  termed  "counter- 
order.  " 

COUPON— One  of  the  certificates  of  interest  attached  to  a  bond.  Every  time  tliat 
interest  falls  due,  one  will  be  taken  off  and  presented  for  payment. 

CREDIT — To  trust.  'I'o  place  to  the  credit  side  of  an  account.  The  side  of  an  account 
which  shews  the  anu)unt  due  the  person  or  tiling  represented, 

CREDIT  NOTE — An  acknowledgmen!;  of  an  error  in  regard  to  goods  ship[)cd  to 
another. 

CREDITOR — One  who  has  given  value  to  another  without  receiving  payment  for  it. 

f'URliEXCY — Tliat  wliich  passes  in  a  country  us  money. 

CURRENT  PRICE— Tiio  ordinary  price  at  the  time  referred  to. 

CUSTOM  HOUSE — The  phee  were  goods  are  entered  and  the  duties  upon  them 
collected. 

DAYS  OF  GRACE — The  time  allowed  for  the  payment  of  a  note  or  hill  after  it  be- 
comes nominally  due.  In  (^anada  there  are  three  (hiy.s  of  grace  given,  i.e.,  a  l)ill 
becomes  due  on  tlie  third  day  after  tlie  time  expressed  in  it  has  expired. 

DEBENTURE — A  document  issued  by  a  company  or  municipality  as  security  for 
numey  l»orr()We<l. 

DEBIT — The  side  of  an  acct.  shewing  indebtedness.  To  make  an  entry  on  tlie 
Dr.  siile. 

DEBTOR — One  who  owes  another. 

DISCOUNT — An  allowance  made  for  the  pa^  ment  of  a  debt  t)eforc  it  becomes  due. 
DISHONOR — To  refuse  to  accept  a  draft  or  i)ay  an  acceptance,  note  or  check. 
DIVIDEND — The  share  ])aid  to  a  creditor  of  a  bankrujit.     Tlie  interest  paid  to  the 
owners  of  bank  stock,  etc. 

DOCUMENT — A  Avritiug  containing  iTiformation,  evidence  or  directions. 

DRAFT — A  written  order  for  the  payment  of  money  addressed  by  one  person  to 
another. 

DRAWEE — The  person  on  ■whom  the  draft  is  drawn. 

DRAWER — The  one  who  draws  on  another. 

DUBIOUS  PAPER — Paper  issued  hy  a  person  or  firm  whose  financial  standing  is  not 
considered  good. 

DUTY — Money  paid  to  the  Government  of  a  country  on  goods  imported  or  exported. 

EFFECTS — All  values  belonging  to  a  concern. 

EMBARGO — A  restraint  imposed  by  the  jiuldic  authorities  of  a  ccmntry  on  vessels  to 
prevent  their  sailing  to  or  from  its  poits. 

ENDORSE — To  write  one's  name  on  the  back  of  a  bill.  To  become  responsible  for 
tlie  payment  of  a  bill.      (See  page  aO. ) 

EXCISE — A  tax  levied  on  commodities  produced  within  a  country. 

EXCHANGE^The  method  of  settling  del)ts  by  means  of  bills,  wlien  the  debtors  and 
creditors  live  in  dillerent  countries. 

FAC  SIMILE— An  exact  copy. 

FINANCES — The  income  or  effects  of  a  firm  or  individual. 

FIKM — The  name  under  which  an  association  is  known,  in  tho  transacting  of 
business. 
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FIRST-KATE  PAPER— Bills,  notes,  checks,  etc.,  issued  by  a  house  of  good  financial 
standing. 

FLAT-  DuU. 

FOLIO— The  left  and  right  hand  pages  of  an  account  book,  when  1  oth  are  numbered 
by  tile  same  figure. 

FORECLOSE — ^Vhen  applied  to  a  mortgage  means  to  deprive  the  mortgagor  of  the 
right  of  redemption. 

FOREIGN  BTLL  OF  EXCHANGE— A  bill  payable  in  a  different  country  from  the 
one  in  which  it  is  made. 

FREE  TRADE-  Commerce  carried  on  between  two  countries  without  being  restricted 
by  customs  or  duties. 

FREIGHT — The  sum  charged  for  the  transportation  of  goods. 

GARNISHEE— A  person  who  holds  value  belonging  to  a  second,  and  who  has  re- 
ceived warning  or  (jariiislniwiit  not  to  pay  or  deliver  it,  owing  to  a  claim 
made  by  a  third  person  (the  primary  creditor)  against  the  second  (the  primary 
debtor). 

GOOD  WILL — The  advantage  or  benefit  which  is  acquired  by  an  establishment 
beyond  the  value  of  its  capital,  in  consequence  of  the  public  jjatronage  it 
receives. 

GUARANTEE — An  undertaking  to  answer  for  the  payment  of  a  debt,  or  the  per- 
formance of  some  duty  in  case  of  the  failure  of  another  liable  for  such. 

HONOR — As  applied  to  drafts  and  notes  means  to  accept,  or  pay  when  due. 

HYPOTHI'CATE— To  give  as  security  for  the  payment  of  money  without  giving 
actual  possession. 

IMPOST— A  rate  imposed. 

INDIVIDUAL  NOTE — A  promissory  note  signed  by  only  one  person. 
INSOLVENT — Having  a  greater  amount  of  liabilities  than  of  resources. 
INSTAliMENT— A  part  of  a  de})t  to  be  paid  at  a  stated  time. 
INSURANCE— The  sum  paid  for  insuring  property  or  life. 
INTEREST — A  sum  paid  for  the  use  of  money. 
INVENTORY — A  statement  of  goods  on  hand. 
INVOICE — A  list  of  goods  jnirchased. 

LEASE — A  contract  by  which  the  possession  of  property  is  given  for  a  stated  time. 
TjEGACY — Money  or  property  allovve<l  l)y  a  will  or  testament. 

LETTER  OF  ATTORNEY— A  writing  by  which  one  person  authorizes  another  to 
transact  business  for  him. 

LETTER  OF  CREDIT — A  letter  requesting  th  person  addressed  to  credit  another 
whose  name  is  mentioned  in  it,  with  a  certa.a  amount. 

LETTlill  OF  LICENSE— An  instrument  by  which  creditors  allow  a  debtor,  who  has 

failed,  to  conduct  his  ousincss  without  interference. 

LIABILITIES — Debts  or  claims  against  a  person  or  firm. 

LIEN — A  legal  claim.     A  cliarge  upon  property  for  the  satisfaction  of  a  debt. 

LIQUIDATION— The  settlement  of  a  debt. 
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MANIFEST — An  invoice  or  list  of  tli«  cujio  of  a  shi]),  with  the  marks,  miinhe?-,  and 
description,  of  each  article  o"  package,  to  Iju  »;xhiliited  at  tlic  Custom  House. 

MATUUri'Y— The  time  at  which  a  hi  1  licconus  due 

MERCHANDliSE — A  general  tci'ni  denoting  conimoditieH  bought  or  sold. 

MORTGA(jlE — The  conveyance  of  an  estate  to  a  creditor,  for  the  security  of  a  debt 
upon  condition  that  the  claim  thus  given  becomes  void  on  payment  of  the 
del,t. 

MOUTGACjI'^l']    -A  person  to  whom  a  mortgage  is  given. 

MORTGAGOR— One  who  gives  a  mortgage. 

NEGOTIABLE— Transferable  from  one  to  another. 

NET  PROCEEDS — That  amount  which  remains  after  deducting  all  charges. 

NET  WEIGHT— The  weight  alter  making  ail  allowances. 

NON-CLAIM — The  failure  to  make  a  claim  within  the  time  limited  l)y  law. 

NOTARY  PUBLIC — An  ofheer  authorize<l  to  attest  contracts  or  writings  of  any 
kind.  H.s  duties  cliietly  relate  to  instnuneiits  used  in  commercial  transactions 
such  as  protests  of  negotiable  paper,  &c. 

NOTE — To  record  on  the  back  of  a  hill  a  refusal  of  acceptance.  A  written  promise 
to  pay  in  money.     (See  Pronussory  Note.) 

OBLIGATION — That  which  legally  binds  a  person  to  perform  a  duty. 
ORDER — A  written  request  or  demand  for  the  payment  of  money  or  the  delivery  of 
goods. 

OPEN  POLICY  OF  INSURAXCE— A  policy  n|Hm  which  the  amounts  of  the  pro- 
perty insured  are  extended  from  time  to  time. 
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PAR  OF  EXCHANGE — The  ecpiivalence  of  a  certain  amount  of  the  currency  of  one 
countiy  in  the  currency  of  another. 

PARTIAL  PAYMENTS— Payment  of  a  debt  by  parts  at  different  times. 
PARTNE1!SH1P--The  union  of  two  or  more  persons  for  tiie  purpose  of  transacting 

business,  the  protits  to  be  shared  by  eaeii. 
PAYEE — The  one  to  whom  a  liill  is  payable, 
PER  CENT.   (%  )— r.y  the  hundred. 
PERSONAL  ACCOUNT — An  account  kei)t  with  a  ])erson,  firm,  or  corporation. 

PfJLICY — An  instrument  containing  the  conditions  or  terms  on  wiiicli  one  party 
agrees  to  indenuufy  anotiier  against  loss. 

POSTING— Transfernng  to  tlie  ledger. 

POWER  OF  ATTORNEY — An  instrument  legally  a\ithori/ing  one  pi'rson  to  transact 

business  for  another. 
PREMIUM — The  amount  paid  by  the  insured  to  the  insurer.     Value  above  nomin.d 

jjrice. 
PRIVATE  ACCOUNT — An  account  kept  with  the  proi»rietor  in  which  to  enter  all 

amounts  taken  out  of  the  business  for  jirivate  usi;. 
PROMISSORY  NOTE— A  written  promise  to  pay  unconditionally  a  certain  sum  of 

money  at  a  specified  time. 
PROTEST — A  declaration  in  writing  made  by  a  notary  public  on  behalf  of  the  hoMer 

of  a  l)ill  or  Jiote,  that  all  parties  to  it  will  be  held  responsible  for  any  lossej 

sustained  on  account  of  its  non-acceptance  cr  non-payment. 
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HEAL  ACCOUNT — Ono  which  shows  (generally)  a  resource  or  liability,  Ly  the  dif. 

ference  between  its  sides.     Cash,  i3ill3  Rec,  Bills  Pay.,  are  examples  ctf  Ileal 

accounts. 

REBATE— An  amount  thrown  off  the  regular  prion. 

R?]CEIPT — An  acknowledgment  in  writing  of  having  received  a  sum  of  money  or 
other  valuable  consideration. 

REMITTANCE— Value  sent  from  one  to  another. 

RRNEVVAL  OF  A  BILL — The  issuing  of  a  new  bill  at  the  expiration  of  the  term  of 

another,  so  as  to  give  an  extension  of  time  for  payment. 
REPRESENTATIVE  ACCOUNT— One  to  which  a  particular  title  is  given,  an  tliat 

the  property  belonging  to  it  can  be  distinguished  from  other  property  of  tlie 

.same  kind.     Shijnnent.  consignment,  stora'jre,  insurance.  Sec,  are  examples. 
RESOURCES — All  financial  values,  either  in  a  dealer's  possession  or  owing  to  him  by 

others. 

SALVAGE — A  compensation  for  saving  or  preserving  a  ship  or  her  cargo  from  loss. 
SET  OF  EXCHANGE — A  number  of  bills  of  the  same  date  and  tenor.      When  one 

is  paid  the  others  arc  void,  so  that,   in  reality,  the  Avhole  constitute  but  one. 

bill.      (See  Bill  of  Exchange.) 
SHIPMENT — Goods  sent  to  an  agent  to  be  sold  on  commission. 
SIGNATURE — The  name  of  a  person  signed  by  himself. 
SINKING  FUND — A  sum  of  money  set  apart  for  the  payment  of  a  debt  when  it 

becomes  due. 

SOLVENT— Able  to  pay  all  debts. 

SPECULATIVE  ACCOUNTS— Those  kept  with  property  for  the  purpose  of  shewing 
a  loss  or  gain,  such  as  merchandise,  bank  stock,  real  estate,  &c. 

SPOT  CASH — Money  paid  at  the  time  the  transaction  takes  place. 

STAPLE  GOODS — The  principal  commodities  produced  in  a  country.     Articles  which 
are  always  in  demand. 

STOCK — The  whole  amount  of  goods  on  hand.     As  a  ledger  title,  "  Stock"  represents 
the  name  of  tlie  proprietor. 

STORAGE — The  amount  received  for  keeping  goods  in  a  wai'ehouse. 

SURET'V — One  who  binds  himself  to  perform  a  duty  for  another,  if  the  lattar  should 
fail  to  perform  it. 

TARE — An  allowance  made  on  the  gross  weight  of  an   article  for  the  weight  of  the 
chest,  bag,  etc.,  containing  such  article. 

TARIFF — A  list  of  duties  or  customs  to  be  paid  on  goods  imported  or  exported. 

TELLER — .-\n  officer  of  a  bank  who  counts  over  money  received,  and  pays  out  money 

on  checks. 
TRADE  DISCOUNT — An  allowance  of  so  much  per  cent,  on  the  invoice  price  made 

to  dealers  by  wholesale  houses. 
TRANSFER — The  legal  conveyance  of  value  from  one  to  another. 
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UNDERWRITER— One  who  insures  property. 
USURY— Exorbitant  interest. 

VOUCHER — A  bcok,  paper,  or  document  which  serves  to  confirm  the  correctness  of 
an  account  or  statement. 
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EXAMINATION    PAPERS. 


THIRD    AND    Sx^COND    CLASS,    1885. 


Good 


Vouch 


1.  What  is  meant  by:  Assets?     Bonded  Goods?     Debenture 
Lien?     Mortgage?     Power  of  Attorney  /     Staple  Goods?     Usi 

2.  ((()  Briefly  state  the  essential  requisites  of  a  Promissory  Note. 

(h)  Brown  gives  Black  his  note  at  4  nios.  from  to-day  for  $1.50,  negotiable 
and  payable  at  bank.     Write  the  note,  dating  it  from  Toronto. 

3.  Journalize  : 

(rt)  Commenced   business   with   cash   $1,000,    merchandise   $1,000,    notes 

against  sundiy  persons  .SHOO. 
(h)  Bought  of  Joliu  Jones  for  cash,  tallow  worth  $100,  and  inunediately 

sold  it  for  $140. 

(c)  The  Dominion  Bunk  has  discounted  my  note  against  Harris  for  $1,000  ; 

discount  $17.50,  cash  received  $1)82.50. 

(d)  Sold  my  house  and  lot  to  Green   for   $2,500.     Received  in  ])ayment 

cash  $1,000,  merchandise  $500  ;  balance  to  remain  on  account. 

(e)  Consigned  to  Henry  &  Co.,  Montreal,  goods  to  be  sold  cm  my  accoun^, 

invoiced  $045.     Paid  freiglit  on  same  in  cash  $30.50,  and  gave  my 
note  for  insurance  on  do.  $10.35. 

4.  Classify  the  foregoing  accounts  according  as   they   are  "Resources  and 
Lial)ilities, "  or  "Losses  and  Gains." 

5.  Post  all  tlie  items  in  No.  3. 

6.  State  the  object,  and  briefly  describe  the  process,  of  closing  the  Ledger. 


THIRD    CLASS,    1S86. 

1.   What  are  the  ailvanbiges  of  Double  Entry  com])ared  with  Single  Entry  ? 
How  would  you  change  Single  Entry  into  Doul)le  Entry  Books  ? 


2. 
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Cliarles  Ryan .... 

Expense 

of) 

00 
00 

>;17851 

$17851 

50 

i ! 

j 
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(a)  Mako  out  (from  the  foregoinu;)  a  statement  of  Losses  and  Gains, 

(/;)  Make  out  (from  the  foregoing)  a  statement  of  Resources  and  Liabilities, 

(c)  Explain  the  terms  :  Stock,  Bills  Receivable,  Expense. 

,'5.  Journalize  : 

(a)  liought  a  quantity  of  Broadcloth  in  company  with  John  Smith,  $260; 
paid  cash  for  my  half,  §12o. 

(Jb)  Connnenced  business  with  cash,  $!1,000  ;  notes  against  sundry  persons 

!i?r)()o. 

(c)  Thomas  Jones  has  made  a  draft  cm  mo  at  .30  days,  which  I  have  accepted, 
for  i^UO. 

4.  Post  the  entries  in  No.  .3. 

5.  What  is  a  Bill  of  Exchange  ?     ^^'hat  are  its  chief  legal  re(piisites? 

().  Name  and  describe  the  books  that  are  admitted  as  evidence  in  Courts  of 
Justice,  and  state  the  facts  that  must  be  proved  to  entitle  a  person's  books  to  be 
received  in  evidence. 


1. 
2. 


COMMERCIAL    COUESE— SECOND    CLASS,    1886. 

(a)  What  is  meant  by  negotiable  paper?     What  does  it  embrace? 

(I))  State  the  nature  of  Bonds,  Mortgages,  I)el)entures,  ptjvver  of  Attorney. 

What  are  the  original  parties  to  a  Draft  called  ? 

(((,)  Brown  of  Toronto  gives  Smith  a  Draft  on  Green  of  Hamilton,  for  $500 

payable  at  siglit.      NN'rite  the  Draft. 
(J))  The  Draft  has  been  returned  to  Brown  as  protested  for  non-accei)tance. 

Explain  this  expression. 
;!.  .Tournalize  in  full  : 

((t)  liorrowed  from  ]'»ank  $500  for  2  months  ;  gave  in  j)aymenfc  note  for 

the  amount,  with  interest  at  7%  per  annum. 
(/>)  White  &  Co.,  who  owe  us  a  balance  of  $1075,  have  compromised  with 

their  creilitors  at  75  cents  on  the  dollar  ;  we  have  received  that  pro- 

portitm  of  their  indebtedness  iti  cash. 

(<■)  Wm.  .Tones,  against  whom  we  hold  a  note  for  S30i),  on  which  has  ac- 
cumulated .$17  interest,  has  permitted  the  note  to  go  to  protest,  we 
paying  the  protest  fees  $1.75,  in  cash. 

((/)  We  have  compromised  with  Wm.  Jones  for  the  note  and  interest 
above  mentioned,  receiving,  in  full  payment  therefor,  in  cash,  li'Af^/o  oi 
the  face  of  the  note. 

(c)  Discounted  for  Robertson  &  Co.,  their  nt>te  for  $3000  @  90  days  ;  dis- 
count off  at  S'/^. 

4.  Post  the  items  (c)  and  (d)  in  No.  3,  using  properly  ruled  spaces. 

5.  Stiite  the  object  and  briefly  describe  the  process  of  closing  the  Ledger. 

().  State  the  chief  })rovisions  of  a  Partnership  Contract.  Name  at  least  three 
ways  by  which  a  jiartnursliip  may  be  dissolved.  If  a  salary  in  allowed  one  (yf 
the  partners,  by  whom  is  it  i)aid  ? 

7.  Johnson's  account  on  our  Leilger  stands  as  follows  : 


book-ki:i;fing. 
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DEBIT  SI  DP]. 
April  1,  1885,  Mdso.  at  3  mos.,  8375  ;  May  17,  1885,  Mdso.  at  4  mos.,  8000. 

CREDIT  SIDE. 
July  1,  1885,  Cash,  $200  ;  July  15,  1885,  Ca.sli  8100. 

Shew  by  equation  when  the  balance  of  this  account  ;s  due,  -  giving  full  work. 
8.  Wi'ite  the  following  documents  : 

(a)  An  advertisement  applying  for  a  situation  as  accountant. 

(b)  A  circular  to  your  customers  announcing  removal  of  business  to  more 

conunodious  (piarters,  and  inviting  tliem  to  visit  you. 

(c)  A  telegram  not  exceeding  ten  words  to  be  sent  to  Brown  it  Co.,  Mf)nt- 

real,  orderuig  that  firm  to  send  you  l)y  express  four  cases  of  gaiter 
boots,  and  to  draw  on  you  at  10  days'  sight. 


IS™ 


SECOND    CLASS,    1886. 

NoTK.— This  value  of  tlu'  Writing  will  l)e  o.stiiiKitf<l  from  t]\v  work  as  a  wliolc,  and  from  the  work  on 
No.  4  in  particular;  and  40  marks  additional  will  lie  allowed  as  a  niaximinn  in  Writing'. 

1.  State  what  is  meant  in  the  langujige  of  Book-keeping  by  tlie  terms  :  Assign- 
ment, Balance  of  Trade,  Concern,  Embtirgo,  Hypothecate,  Liquidate,  Letter  of 
Credit,  Protest,  Tariti". 

2.  Of  what  does  a  business  transaction  consist  1  In  a  strictly  cash  business 
whtit  accounts  only  are  necessary  ( 

3.  Journalize  : 

(a)  I  lost  820.00  :  paid  for  advertising  loss  81.00  ;  ptiid  tinder  for  retiu'uing 
mo  the  money  81-50. 

(6)  Dunne  buys  from  me  :  10  Hhds.  N.  ().  IMolasses  (525  gals,  df)  40c. ;  2!)  Hf. 
Ch.  Ool.  Tea,  1000  lbs.  (<"  50c.;  17  bags  Rio  ("otlee,  1500  ll)s.  at  lUc. 
He  pays  8500  in  cash,  gives  his  note  for  8300,  iiud  pays  the  balance 
by  an  order  on  Thompson,  which  Thompson  accepts. 

{(')  Dunne  pays  his  note  before  mattu-ity,  and  I  allow  iiim  a  discount  of 
$4.00. 

4.  Referring  to  No.  3 : 

(a)  Write  the  Advertisement,  the  Note  and  the  Order, 

(6)  Make  out  Dimne's  l)ill  of  goods  in  proper  form,  and  use  it  as  a  .specimen 
of  your  method  of  folding  and  tiling  business  papers. 

(c)  Write  as  for  Ledger  use,  the  titles  of  the  did'erent  accounts  named  in 

No.  3. 

(d)  Write  a  letter  of  introduction  inciu'ring  liability. 

5.  What  are  the  different  senses  in  which  tlie  exi»ression  "  Discouiuing  a  Note" 
may  be  taken  I  Name  tlie  ])rincipal  parties  to  a  Promissory  Note  and  state 
their  respective  obligations. 

6.  Give  Day  Book  entries  for  the  following  : 

(a)  Merchandise  Dr 81000 

To  Bills  Payable    $600 

"  Ciiah 400 


' 


, 
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(6)  Cash  Dr .f lOIS 

To  Bills  Keceivablo !?I000 

"   Interest 18 

(f)  T/)ss  and  Cain  T)r ^loO 

Cash,  "        •     100 

To  Hills  Rcoeival.lc S'.'oO 

7.  (Jive  tlio  principal  niwiiis  of  dotucting  errors  in  ]>ostin<^.     BrioHy  state  how 
you  would  correct  errors  in  the  Day  liook,  Journal  and  Ledger,  respectively. 

8.  In  balancinjjj  his  books  what  facts  must  the  merchant  take  into  considera- 
ti<ju  in  order  to  obtain  a  just  view  of  the  state  of  his  affairs? 


THIRD    CLASS,    1887. 

Note.  —80  per  cent,  of  tlie  Jinok-kocjiiiiij:  and  Wi-itinj,'  to  constitnto  .a  full  paper. 

1.  "The  Gazette  Printing  Company  (Limite<l)."     Briefly  explain. 

2.  I  commenced  busines.s  with  a  capital  of  $800.  At  the  end  of  three  montliH 
my  books  exliibit  as  follows  : — Cash  on  hand  $.'?5(5.28  ;  James  Henry  Dr.  ^321), 
Cr.  $140 ;  Peter  Dodds  Cr.  $28.40  ;  Wm.  Hicks  Dr.  8175,  Cr.  $250  ;  goods  on 
hand  worth  $500.  ^blkc  out  in  proper  form  a  statement  shewing  my  jire.seut 
worth  and  my  net  gain  or  loss. 

li.  What  is  meant  by  Taking  Stock?  Negotiable  Paper  ?  Days  of  Grace?  Suiple 
Goods?  Tariff/  Business  Transaction  ?  Blank  Credit  ? 

4.  You  are  living  in  Montreal  mid  acting  as  agent  for  W.  P.  Stirt  of  Hamilton, 
who  sends  you  1500  bbls.  Hour  to  sell  on  his  account  and  risk.  You  dispose  of 
the  flour  as  follows  :  June  10,  1880,  8old  Andrew  Wiley,  on  his  note  (^  30  days, 
500  bbls.  at$().75;  June  15,  sold  Peter  Curjihy,  for  casli,  500  bbls.  (n>  $(;..rio  ; 
June  20,  Sold  JohnT.  Radigan,  for  casli,  500  bbls.  ("^  $0.45.  You  ]iaid  charges  : 
May  1st,  Freight  and  cartage  $1275;  storage  and  insm-ance,  $57.')0  ;  your  own 
commission  $24(5.25.  IVIake  out  an  Account  Sales  from  above  data,  and  write  a 
letter,  to  accompany  the  same,  to  yniir  eni])l()y(>r. 

5.  Derive  the  Day  Book  entries  from  the  following  Ledger  Account : — 

Dj\  Merchandise.  Cr. 


1886. 
Feb. 


1 

If) 


To  Robt.  Johnson. 
"    Cash 


% 

c. 

'  I88r). 

<) 

800 

00 

;  Fel). 

5 

VI 

;{.■)() 

00 

1       t( 

0 
12 

By  Bills  ri!;c;eival)le 
"  (ico.  King  .... 
"   Cash 


•s 

G 

loO 

S 

275 

9 

400 

c. 

0'» 
00 
00 


6.  ((f)  Write  out  in  full  the  following  draft  : 

St.  Catharines,  May  12,  1887  ;  Amount,  $500  ;  Payee,  Bichard  Jepson  ;  Time, 
at  Sight  ;  Drawei',  Yourself  ;  Drawee,  Wm.  Treudett,  Toronto. 

(?>)  You  have  just  commenced  business  in  the  Boot  and  Shoe  line.     Write  a 
circular  letter  intended  for  public  distrilmtion. 

7.  Journalize  : 

((()  Bought  of  Zealand  Si  Co.,  on  credit,  400  lbs.  lard  @  13c.,  140  lbs.  Soap 
@  7c.,  and  1000  lbs.  of  pork  at  10c. 


e  how 
jidera- 


inonths 

yoda  oil 
jirosout 

?  Suiple 

iunilton, 
s^ioso  of 
30  (lays, 

havgos  : 

)\u-  own 

•\vrito  a 


Cr. 


^ 


0. 


ir)Oi(v» 

•275  1  00 
400    00 


II ;  Time, 
Write  a 

lbs.  Soap 
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(b)  Sold  Slwiip  and  Swift,  on  their  note  («)  60  days,  21C)0  lbs.  sugax'@6c., 

and  540  lbs.  tea  (^  55c. 

(c)  Renewed  Sharp  it  Swift's  note  for  3  months,  cliarging  them  $5  interest 

for  that  time. 

'^y.  Post  a  and  6  items  of  No.  7. 


SECOND    CLASS,    188'/. 

NoTK.— 75  per  cent,  of  the  value  of  this  paper  counts  100  marks— the  inaxiinuiu. 

1.  What  is  a  Promissory  Note  ?  Draw  a  Note  (iion  ni'i,'()tiabk!)  in  favor  of 
C,  D.  due  in  three  months,  signed  A.  P.,  and  dated  February  2.Sth,1887.  What 
advantage  would  A.  ]».  gain  by  dating  the  Note  March  1st? 

2.  "(Ontario  Pank  Dr.  to  Casli  $^100."     Fully  explain. 

3.  Journalize  : 

(a)  Lost  by  fire  merchandise  to  the  value  of  i?2(X). 
(/*)  Received  ft)r  petty  sales  !i?45.75. 

(c)  Paid  Clerk's  salary  for  3  mos.  8150. 

(d)  Sold  Horts  it  Co.  my  house  wortli  1?2,.")00  ;  received  in  payment  their 

note  for  .Sl.OOO,  cusli  )?1,00(),  balance  charged  to  their  account. 

{(')  The  Standard  ]5aidv  discounts  Ilotls   it  Co.'s  note  in  my  favor  ;  net 
j)r()ceeds  }?!)80. 

4.  Post  all  the  items  in  No.  3. 

5.  Smith  and  Jones  form  a  ])artnership  for  one  year.  Smith  furnishes  the 
capital  and  Jones  gives  his  time  tt)  the  business  ;  gains  and  losses  to  be  divided 
equally.  Smith  invests  810,000  and  during  the  year  withdraws  .S2,000  ;  .b)ues 
withdraws  81,500.  At  tlie  close  of  tlie  year  they  liavc  :  Casli  83,(100,  JVrsonul 
Accounts  81,500,  JNIerchandise  810,000,  Notes  81,750.  They  owe  :  N(.,  .  82,00(> 
Personal  Accounts  83,000. 

Make  out  a  statement  in  proper  torm  showing  the  gail.  c.^i  loss,  and  each 
partner's  capital  at  closing. 

6.  (a)  Write  an  advertisement  under  the  heading  "  Pook-Keeper  Wanted." 
(/>)  Write  a  letter  to  your  em[)loyer  asking  more  wages  (giving  reasons). 
((•)   Write  a  receipted  grocery  l)ill  for,  say  eight  items. 

7.  ('0  l>rieily  indicate  the  means  that  book-keepers  take  in  order  to  readily 

trace  a  transaction  from  one  book  to  tlie  other. 

(/))  State  how  tlie  following  accounts  are  balanced  :  Mdse.,  Expense,  Loss 
and  (Jain,  Stock. 

(c)  Describe  your  method  of  making  out  a  Trial  Ralance. 

8.  Explain  :  Assets,  Plank  Credit,  Legal  Tender,  Lien,  Protest,  Sbijde  Goods, 
Tariff,  Usury,  Joint-Stock  Company. 


COMMERCIAL    COURSE— SECOND    CLASS,    1887. 

NOTE.--75  per  cent,  of  the  vahie  of  this  paper  counts  100  marks— the  maxinuun. 

1.  What  is  meant  by  "  Palur  e  of  Tradt;?"     When  the  balance  of  trade  ia 
against  a  city,  how  can  it  be  settled  'i 
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2.  Miiko  out  ii  Balanco  Sluitst  in  coiiipli'tu  form  from  tliu  following  t^atfi  : 

Trial  Balance.  Dr.  Cr. 


Cash 

BIUh  lU'iroivahlu 
MrroliamliHi)  . .  . 
HillH  l'ayal)le... 
Wm.  Siiiiplu  , , 
Jieal  Ivstato  .  . . 
.lolm  Murphy  . . 
Peter  Urowii  .  . 
Henry  .I()liii«uii  . 

Expense 

Stoek 


§71.")!) 

01) 

.•5  inr. 

'JO 

■trtoo 

0) 

l.'>00 

00 

81  no 

'_'.') 

12110 

70 

'2")(»0 

00 

;{ooo 

(!0 

17.-) 

00 

4I)()() 

00 

:ir)7.-> 

00 

rj'.K) 

00 

4!K) 

00 

:,{)<) 

00 

OOO 

00 

1000 

00 

'Jit; 

(;.') 

r.oio 

00 

3.  A  owes  B  $100,  and  jtroniises  in  Avriting  to  pay  tlie  (li'l)t,  in  wlieat  at  HOe. 
a  l)usliel,  to  1)0  (lelivurod  within  .'{()  days  at  li'.s  rosidiinee.  Write  thu  doouniunt 
What  nanio  would  you  give  it?     In  it  negotiable  i     Reason. 

4.  .lournali/e  : 

(c«)  Paid,  ])er  chock  on  15ank  of  Hamilton,  Urown  &  Co.'s  draTt  on  us  for 
.$1500. 

{}))  Received  cash  in  full  for  T.  liowld's  note  in  our  favor  ;  face  valuo, 
!?1700  ;  interest  on  same,  Si^-.ii-l. 

(c)  John  Hardy,' our  agent,  has  sent  UH  an  Account  Sales  for  merchandiso 
disposed  of  by  hiui  to  the  amount  of  iti'1200,  with  cash  for  same, .and 
we  pay  him  his  conunission,  2h  per  cent.  <mi  this  amount. 

{(I)  Error  discovered  in  charging  Duncan  it  Co.  with  flour  sold  to  G.  Pass- 
more,  !?100. 

(»')  Received  from  Thomson,  for  sale  on  joint  account  and  risk,  goods 
valued  at  !i?(S40  :  paid  freight  on  same  !?iOO,  storage  !$00. 

(/')  McNeil  S:  Co.  renew  for  you  half  the  amount  of  a  note  for  .S.'")00,  duo 
to-day.  Vou  jiay  .S'JoO  cash,  and  give  them  a  new  note  for  remainder, 
with  interest,  .$.'}.50.     Give  McNeil  t'c  Co.'s  entiy. 

5.  I*ost  the  itouLs  in  a,  h  and  d,  using  properly  ruled  spaces. 

G.  ('()  Write  a  letter  to  Jones  and  Brown,  Kingston,  acknowledging  receipt 
of  shi[iuient  of  wheat  from  them,  and  referi'ing  to  the  condition  of 
the  market. 

(I)\  You  have  commenced  business  as  a  Real  Estate  Agent.  Write  ar 
appropriate  advertisement. 


FORM  II.— THIRD    CLASS. 

Clinton  Hkjii  Sluool,  Juno,  1887. 

1.  What  is  meant  by  Day  Rook  ?     What  is  necessary  to  constitute  a  proper 
Day  Book  entry  '< 


1.-) 
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(10 

00 

10 

70 

00 

CO 

7') 

00 

!»0 

00 

0!) 

00 

00 

00 

00 


H()()K-Ki;i;iM\(!. 


1  ('»!/ 


2.  "Define  Trial  Baluiici'.      Kxiil.iiii  fully  its  iistr.      Distiii^'iiish  hctwi'in  'IVijil 
Buhmce  himI  Hiil.uiro  Sluiot. 

3.  Kxpluin  tlio   ti;nii.s  :    Invontory,    ]Jlaiik    Croilit,  Ciariii.shtMi,  }Avn,  ('liattcl 
Nntu,  l>ol)(jiitiiro  and  ('i)n.si-,'iiiiu'nt. 

4.  What  afc(  Hints  must  l)i)  cIosimI  at  tlu!  I'lid  of  a  liiiu  of  liiisim-ss  !     Why? 

5.  Wliat  Jiro  tho  advantagoH  of  Doublu  Kntry  oviT  Sin^^'Io  Entry  '{ 

i\.   CJivo  rules  for  journali/inuf  Drafts.     What  is  tho   l>ia\v»i's  t-ntiy  when  Im 
draws  a  Sight  Draft  )iayal)l()  to  hinist'lf. 

7.  What  is  a  partiusrsliip  business  ?     Show  how  the  openiu'^  ent  ries  are  made 
in  such  a  l)usiness,  and  also  how  the  gains  and  losses  are  disposed  of. 

8.  Journalize  : 

(a)  Sold  Mason  from  AVhite's  r*onsitfinnent  Xo.  1,  goods  valii.Ml  at  i^lOOO. 
Received  in  part  payment  Jones'  draft  on  Taylor  for  !:5lO(l,  due  in  (>() 
days,  at  a  discount  of  (i  '  l>er  amuun,  and  Sndth's  check  for  !:^.)IM». 

(/>)  Hodgson  returned  i?!;")  worth  of  goods,  for  wliich  we  gave  hiiu  oiir  check 
on  tho  Jiank  of  Conniieice. 

(<;)  Lost  a  $10  bill.  Paid  for  advertising  it  cash  'S)v.  The  linder  returned 
tho  money  and  wo  gave  him  ("iOc.  reward. 

((/)  At  tho  recpiest  of  I'aker  wo  added  to  his  eonsi'^nment  4'K)  bushels  of 
wheat,  which  we  jturchased  from  Miller  at  HiV-.,  on  a  connuission  of 
2,'^,  giving  in  full  [)ayment  our  Note  duo  1  year  hence  at  a  discount 

of  ()%. 

(e)  Write  the  Note  given  to  Miller. 
J).   You  owe  W.  W.  Daker,  Hamilton,  on  account  8040,  a  statement  of  which 
ho  has  sent  you.     AVrito  a  letttsr  to  him,  enclosing  a  draft  for  «?400,  and  asking 
for  an  oxtousiou  of  time  for  tho  balance. 


FORM    III.— SECOND    CLASS. 

Clinton  Hioh  ScmooL,  June,  1887. 

1.  Explain  the  following:  Voucher,  Lease,  Mortgage,  Protest,  Staple  Goods, 
Tarifr,  C.  O.  D.,  Fol.  and  Idt. 

2.  John  Smith  owes  James  Taylor  )?J40.  Smith  fails  and  makes  an  assign- 
ment, his  resources  being  .*0,000,  and  his  liabilities  .S-I,00(».  Write 'laylor's 
receipt  on  receiving  a  check  on  the  Pank  of  jNIontreal  for  his  share.  Jn  whak 
case  Avould  it  not  be  necessary  to  give  a  receipt  'i 

3.  Journalize  : 

(a)  Bought  of  H.  Corbett,  a  House  and  Lot  for  8700.  CJave  in  payment 
goods  from  A.  D.  ]>urwash's  Consgt.  No.  1,  8100;  my  cliet-k  on  liank 
of  Commerce  for  8200,  and  my  note  at  .'{0  days  for  balance. 

(It)  Discounted  at  bank,  M.  L.  McPherson's  note  for  8400,  duo  30  days 

hence,  at  6%. 
((')  Prepaid  my  note  for  $500,  held  by  J.  C.  Armstrong  ;  tinu;  to  vnu,  73 

ds.  ;  rate,  6%.     Proceeds  paid  with  H.  A.  I'arks  sight  draft  for  8150 

and  my  check  on  tho  Molsons  Bank. 
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{d)  Renewed  for  six  months,  my  note  in  fjivoi'  of  John  Pace  for  8300,  with 
interest  at  8  ,'. 

4.  L.  P.  Howell  is  a  dry  goods  merchant  in  Aldgate. 

((()  Write  his  letter  to  INIuir  &  Co.,  London,  enclosing  order  for  his  spring 
goods,  and  asking  them  to  draw  on  huii  at  'AO  days'  siglit. 

(h)  Write  Howell's  circidar,  annoiiiieing  the  arrival  of  the  go(jds. 

((■)  Write  tlie  draft  and  acce[)t  it  for  Howell. 

5.  Describe  the  process  of  closing  the  Ledger. 

0,  Fill  out  the  Balance  and  Loss  and  Ciaiu  accounts  from  the  following  : 


Trial  Jhthiriee. 


Ijr. 


Cr. 


Proprietor 
(Jash 


Bank 

Merchandise  (unsold,  §:{(J0()) 

Hills  Receivable 

Bills  I'ayable 

Inti^rest  and  Discount 

Expense  (olHce  furniture  on  liand,  .S.'>i" 

K.  Vj.  Monroe  .  .  .". 

A.  B.  Koss 

IjOSs  and  ( -ain 

Real  Estate  (unsold,  .iii'ioOO) 


37 

7584 

GISi 

39 

32S0 

30 

l<»s7 

36 

!()(!() 

r»7!l-* 

1 

2<n5 

ITO.'i 

40  1 

1102 

60  i 

342 

SO 

62 

7r> 

45 

07 

102 

36 

300 

1300 

1066 

52 

63 

45  : 

12 

30 

4S2(> 

70 

2408 

12 

FORM    IIL— COMMERCIAL    COURSE. 


Clinton  High  School,  June,  1887. 

1.  Explain  the  terms:  Shipment  Co.,  Mdse.  Co,  Account  Sales,  Manifest, 
Protest,  Power  of  Attorney,  Coupon,  Tarili'aud  Blank  Cre<lit. 

2.  State  the  advantages  of  a  s]>ecial  column  journal.  Rule  a  form  that  you 
would  reconuneiui  for  a  letail  boot  and  shoe  business. 

',\.  If  at  the  time  of  closing  your  books  there  should  be  a  inmd)er  of  open 
consignment  accounts,  how  would  you  2)roceed  to  close  them  l     Kxj)lain  fully. 

4.  Give  examples  illustrating  your  methods  of  making  entries  in  the  following 

Ciises  : 

((f)  Discounting  Notes. 

(l))  Renewing  Notes. 

(<•)  Shii)ping  goods  for  sale  (>n  joint  account. 

5.  What  are  the  re(iuisiteK  of  a  Promissory  Note  ?  What,  is  meant  by 
Indorsing  a  Note?  Shew  three  diHerent  forms  of  ludorsenusnt,  and  state  the 
eti'c(;t  of  each. 

C.   Make  <nit  a  Balance  Sheet  from  the  following  : 


80 


80 
97 
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12 


BOOK-KKEPING. 

Ti'idL  Ihilaiicr, 


171 


Dr. 


Cr. 


Proprietor  .... 
Merchandise  .  . 
Manufacturing 
Cash 


Bills  Receivable 

Bills  Payal)lu 

A.  H.  Taylor      

K.  1{.  Wells   

Kenneth  McKeiizie    . 

Bank 

Tools  and  Machinery 

L(ts8  and  (Jain 

Expense 


Invkntoiuks. 

Merchandise .'?;^000 

Manufacturing  (Material)    :'.")0(t 

Tools  and  Machinery l.SO<l 


8 

-)0 

3300 

•JoOS 

O-l 

1800 

72 

510 

1 

18 

oO 

l.S 

00 

80 

27.sr) 

0") 

1408 

1 

v^ 

».> 

<r. 

1 
1 

1 

i 

1 

840!) 
!)81 

:uo 

804 

12,") 

1.S40 

27 

O.) 

4.S 

.Ml 


42 
40 


00 

no 

48 


7.   {A)  TI.  K.  Bi'll  has  placed  in  \\\y  store  for  sale  on  joint  account  400  l)l)ls. 
Flour  at  !?r). 

(./>')  liought  of  L.  M.  Peirce  on  my  Note  at  .'!0  days  500  ld)ls.  Flour  at 
80,  for  the  joint  account  of  11.  K.  IJcU  and  myself.  Paid  freight  in 
cash  $25. 

{G)  Sold  Wni.  Symington  the  uliole  of  tlie  Flour  belonging  to  my  joint 
account  Avitli  II.  K.  Bell  at  .S7.  Received  in  payment  my  own  Ts'oto 
for  81100,  Browns  Note  at  (JO  days  for  8 1000,"  McKay's  accei)tance 
duo  in  .'iO  days  for  82000,  and  a  cheek  on  the  Merchants'  Jiank 
for  balance. 

{D)  Rendered  H.  K.  Boll  an  Account  Sales.  ]\Iy  Oomuiission  for  buying 
and  selling  is  2^  .     Charges  for  storage,  i^vc,  8.'!0. 

{E)  Remitted  my  check  on  AloLsons  Bank  to  settle  in  full  with  Bell. 

(a)  Give  my  Journal  entries. 

(/))  AVrito  the  communication  to  H.  K,  Bell  on  adding  the  goods  to  the 

Co.  sales. 

((•)  INFake  out  the  Account  Sales  in  projjor  form, 
(d)  Civo  H.  K,  Bell's  Journal  'Mitries. 
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CPIAPTEli  I. 


INTRODUCTORY. 


Even  those  who  hiivo  only  a  liinitorl  acciuiiintunco  Avith  literatiiro  can  readily 
see  that  ome  aiitlior.s  are  more  ])rofuso  iii  their  use  of  laii<fuage  than  others. 
One  wi'iter  is  obscure  on  account  of  his  verbosity,  tlie  ideas  to  be  coUA'eyed 
l)eing  partially  hidden  among  a  nudtiplicity  of  words  ;  while  another  lacks 
clearness,  owing  to  liis  extreme  brevity.  lb  foll'ws,  therefore,  that  altliough 
some  passages  might  be  improved,  others  would  be  imj)aired  by  contraction. 
The  student  must  not  sup])ose,  then,  that  he  is  here  called  ujion  merely  to  cor- 
rect sentences  or  paragrajihs  l)y  abridging  them.  Indeed  wlien  there  is  eouijio- 
s'tion  of  a  liigh  order,  the  ])robability  is  that  the  very  best  abstract  of  it  will 
\.ie  the  force  and  beauty  of  the  original.  Tlie  obji'ct  of  this  chapter  is  to 
rji  t.  -i.iit  some  of  the  ways  in  Avhich  language  may  be  aln-iljel. 

J,  >  abridge  or  summarize  a  ])iece  of  comjiosition  is  to  exi)ress  its  meaning  in 
fewer  words  than  are  contained  in  the  original,  Tlie  length  of  the  summary  as 
compared  with  the  passage  summarized  will  de])end  on  a  variety  of  circum- 
stances, one  or  two  of  which  may  l)o  men'ioiied.  As  soi  ■>  n)ake  use  of  a 
superabundance  of  words  to  express  their  ideas  while  othei'S  stato  ♦^hem  briefly, 
it  is  evident  that  there  Avill  he  considerable  disparity  in  regai'd  to  the  extent  to 
which  the  compositions  of  ditiereuu  writers  can  be  reduced.  Again  the  degree 
of  condensation  will  dejjjnd  largely  on  the  character  of  the  re(|uired  abridg- 
ment. In  one  case  it  may  be  desirable  to  convey  the  meaning  of  the  origijial 
in  full  or  nearly  so  ;  in  anotlier,  notliing  more  than  the  leading  ])oints  may  l)e 
recpiired.  Hence  it  is  ditHcult  to  lay  down  rules  for  abridgment  that  will  be 
applicable  in  all  cases  ;  or,  to  say  how  miieli  reduction  ought  to  V)e  made. 

The  following  general  directions  may  heli)  to  guide  the  student : 

{(i)  Read  the  passage  carefully,  with  a  view  to  comprehend  its  meaning  as  a 
whole. 

(?>)  Read  a  ^econd  time,  underlining  the  clauses  which  contain  (he  important 
ideas. 

(i)  Write  sliort  sentences  expressing  the  main  poinds  to  bo  Imnight  out  in  the 
sunnnary. 

((/)  Cond)ine  these  sentences  in  connected  and  I'cadable  form,  taking  care  to 
arrange  them  in  such  a  manner  that  the  general  imi)ressiou  made  by  reading 
the  summary  wih'  be  the  same  as  that  made  by  reading  the  original. 

{e)  Make  use  of  as  few  words  as  possible  to  express  the  meaning  clearly. 
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As  tho  highest  degree  of  hrevity  att.iinahhi  without  sacriticiiig  completeness 
and  peis^jicuity  is  desired  we  shall  endeavor  to  shew  in  a  general  way  how  this 
may  bo  Hecured.     Abridgment  may  be  effected  as  follows  : 

(1)  By  using  a  Avoi'd  instead  of  a  phrase. 

(2)  By  using  a  wonl  or  i)hrase  instead  of  a  clause. 
(.'{)  By  removing  tautology,  j)eriphrases,  &.n. 

(4)  ]>y  removing  ornament. 

(5)  I'jy  omitting  what  is  unimportant. 

INoTK.— The  shuieiit  will  rciuonibur  tliiit  oiiu  of  (In;  chief  sources  of  brevity  ia  the  employment  of 
words  which  are  coiiii)reheii.sivi!  in  niuaiiiny.] 

PHRASES. 

A  phrase  may  often  be  replaced  liy  a  shorter  one  or  by  a  word. 

"At  the  present  time  it  is  impossi])le  for  me  to  go." 

The  phrase,  at  f/ic,  in-eaent  tinw,  may  be  re|)laced  by  the  adverb  noio.  The 
sentence  can  therefore  be  put  in  the  form  :   "  It  is  impos^'ble  for  me  to  go  now." 

It  can  l)e  condensed  furtlier  by  reconstruction  without  much  change  of 
meaning  :    "  I  cannot  go  now.  " 

"The  woi'ks  of  Shakspeare  are  read  by  M'erybody." 

Instead  of  ilie  ii'orkti  of  SJi<il:'ij)('(in',  we  may  substitute,  SlKtlspedir,  and  1)y 
using  the  active  voice,  instead  of  the  ])assive,  we  eliminate  the  words  ure.  and  hy. 
The  sentence  will  then  be  :   "  Kverybudy  reads  Sluikspeare." 

Ndtk.— The  student,  is  exiiei  •^od  to  study  carefully  the  examples  which  follow.  Whenever  an 
alteration  in  the  shade  of  n)'.'aiiinij  occurs,  it  sliould  be  jiointed  out— a  ver\-  important  matter  in 
learning  to  sununarizo. 

EXAMPLES. 


1.  He  lives  in  this  place. 

2.  He  wns  in   reality   an    excellent 
perf.u'mer  on  the  piano. 

,').   Tlie  man  performs  his  d.ities  at 
all  times  witli  f  uthlulness. 

4.  I  considered   the  matter  at  that 
time. 

5.  He  appeared  to  re  a  ])erson  iden- 
titied  with  the  agricultural  interests. 

().   At  tiie  end  of  the  year  the  teacher 


1 .  He  lives  here. 

.'^.  He  was  really  an  excellent  pianist. 

3.  The  man  always  performs  his  du- 
ties faithfidly. 

4.  I  considered  the  matter  then, 
n.  He  appeared  to  be  a  farmer. 
0.  At  the  end  of  the  year  a  hand 


was  m.ide  the  reci))ient  (>f  a  liandsome       some  present  was  given  to  the  teacher, 
recognition  of  his  services. 


7.  All  my    eft\)rts   to   study  inatho 
matics  failed. 


8.  More  work    coidd  bo  done  then 
t]iai\  can  be  done  now. 


7.  AH  my  efforts  in  the  direction  of 
studying  mathematics  jjroved  inetlect- 
ual. 

8.  More  work  could  be  done  at  that 
tin»e  than  can  be  done  at  present. 

EXERCISES. 

1.  In  what  place  and  at  what  time  sliall  I  meet  you. 

2.  The  friut  of  tlio  gooseberry  w  u  very  much  thought  of  in  those  days 

3.  He  is  a  messenger  sent  by  the  king. 


iplotenesa 
•  how  this 


iployiiiotit  of 


mv.     Tho 
)  go  now.'' 

uhaugo  of 


I',  niul  by 
we.  iiiul  by. 


Vht'iifvcr  an 
It  mutter  in 


it  pianist. 

H  his  (lu- 

then. 

luer. 
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4.  Tlie  minister's  nerinoiis  were  higlily  appreciated  hy  the  peo^de  iinchu'  liis 
'jharge. 

5.  The  reports  made  by  correspondents  of  the  Bnnau,  at  the  beginning  oi 
November,  showed  that  tlie  croj)  had  at  that  time  a  very  jtnmiising  ai)pearance 
in  every  part  of  tlie  Province. 

6.  The  statement  testities  to  the  fact  that  our  soil  is  suitabh;  for  the  j)roduc- 
tion  of  cereals. 

7.  The  barn  buildings  are  log,  but  exce[)tionally  good  of  that  sort,  being  made 
of  large,  solid  cedar  logs. 

8.  He  delayed  from  time  to  time,  till  opportunity  came  to  an  end. 

9.  Tliat  person  availed  himself  of  every  opportmiity  of  raising  his  brother  in 
the  estimation  of  the  people  of  the  vicinit}'. 

10.  Your  application  will  l)e  of  no  avail,  as  you  are  beyond  the  maximum  age. 

CLAUSES. 

A  clause  frcipiently  takes  ♦  lie  place  of  a  noun,  adjective  or  adverb.  Sucli  a 
clause  may  sometimes  be  replaced  by  a  word  or  phrase. 

"  He  had  a  longing  for  a  sight  of  the  country  in  which  he  Mas  born." 

Instead  of  tlie  adjectival  clause,  hi  vliicli  Jir  n-ds  Jioni,  we  may  use  the  adjec- 
tive, iKificc.  Also,  instead  of,  lunl  a  hiiKjing  for  a  shjlit  <;/',  we  may  say  Imujed  to 
si'c.     The  sentence  then  becomes  :   "  He  longed  to  see  his  native  country." 

"Because  I  was  not  with  him  at  the  work,  he  did  not  attend  to  it  jiroperly." 

Mif  ahsotre  may  here  be  used  instead  of,  licran.^e  I  jrvf.s  not  irifJi  h'nii ;  and  the 
remainder  of  the  sentence  may  be  replaced  1)}',  cdiised  li'un  to  nciilect  It.  Then 
the  sentence  will  read  :   "  IMy  absence  from  the  work  caused  him  to  neglect  it." 

The  context  might  lie  such  as  to  permit  of  still  furtlier  abridgment,  thus  : 
"My  absence  caused  him  to  neglect  the  work."' 

EXAMPLES. 

1.  He  ilid  not  let  us  know  his  mind 


1.  He  did  not  let  us  know  what  his 
mind  is  in  regard  to  the  matter. 

2.  Boys  who  are  attentive  to  their 
studies  generally  succeed  at  examina- 
tions. 

3.  We  should  be  well  satisfied  where 
we  are. 

4.  That  the  story  is  worthy  of  being 
believed  has  never  been  aliiriued. 

5.  Men  who  liave  Avisdom  and  virtue 
are  nobler  than  men  wlio  have  wealth. 

0.  They  acted  in  that  strange  man- 
ner that  tliey  might  have  luttoriety. 
7.  The  Pharisees  did  all  their  reli 


on  the  matter. 

'2.  Studious  boys  generally  succeed 
at  examinations. 

3.  >Ve  should  be  well  satisfied  liere. 

4.  The  credibility  of  the  story  has 
never  been  aiiiniied. 

5.  Wise  and  virtuous  men  are  nobler 
than  wealthy  men. 

(!.  They  acted  strangely  to  lie  noto- 
rious. 

7.  The  Pharisees  did  all  their  reli- 
gious works  that  they  might  be  seen  of       gioiis  works  ostentatiously. 
men. 

8.  Those    who    live    in    a    country  H.  The  citi.ceiis  of  a  country  siiould 

should  endeavour  liy  every  means  to      try  to  enforce  its  I;iws. 
have  its  laws  carried  out. 
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EXEKCISES. 

1.  Whero  is  the  iii;ui  tliut  can  do  his  wurk  liettur  tlum  I  ? 

2.  It  was  greatly  in  liis  favui-  t  liat  lie  was  honest. 

3.  For  some  time  I  have  known  or  tlio  fact  that  he  was  away  from  home. 

4.  The  fal)h"  of  tlie  (h>g  in  ilie  manger,  with  whieli  every  one  is  familiar, 
ilhistrates  tlie  cliaraeter  of  many  men  of  the  present  age. 

5.  I  eouhl    \',)t  consider  favoralily  wliat  you  proposed. 

(5.  1  ceitainiy  do  not  ]ilaco  a  low  estimate  on  a  work  which  has  been  so  vahi- 
al)lo  to  our  race. 

7.  1  found  tint  through  ti'ap-d<iors,  which  lay  concealcMl  in  the  hridge,  tho 
{)assengers  wei'e  dropping  into  tlie  tide,  which  Ihiwed  iniderneath  it. 

8.  Every  man  who  third\s  for  himself  listens  with  amazement  to  his  views 
which  are  absmd  in  tlie  extreme. 

W.    Are  these  the  doctruies  which  were  inculcated  hy  iVFahommed  ? 

10,  Every  concession  Avhich  was  tended  to  satisfy  the  demands  which  they 
justly  made,  Avas  o[)[K)sed  liy  the  party  that  hehl  the  reins  of  (Jovernmeut. 

REMOVAL   OP   VERBOSITY,    &c. 
Verbosity  is  a  superabundance  of  language  to  express  what  is  intended. 

Tlic  use  of  too  many  wonls  urni'iMlly  cansus  wcakiioss.  The  ri'iiiody  for  verlio'if  coiniiosition  Is  to 
n.'foiistnu't.  t:iO  whole,  nsiiivMiiscr  liiiiL;u.ii;c.  A'n'hosity,  whi'ii  not  carried  to  exeess,  is  allowable  in 
siMie  cases  on  a<'count  of  tli"  clfect  jiroiluced.  "The  one  who  };a\  e  nK»  liirth,  nursed  me,  ami  tenderly 
(ared  for  me  diirinvt  my  earlier  years  lias  oeeii  snatched  from  me  hy  the  liaiid  of  Duatli,"  conveys 
the  same  iilcil  as  :  "  My  mollur  has  died,"  hut  j. reduces  a  different  ifftict. 

Tautology  is  a  repetition  of  tho  same  idea  in  different  words. 

Taiifcoloj»-y  is  always  consid"rpd  .a  defect,  except  when  the  idea  is  emphasized  hy  the  repetition. 
"  (iod  is  C'lernal,  and  His  existence  is  without  he^'innin;,' and  witliout  end,"  is  expressed  hy  :  "(iod  is 
eternal,"  the  latter  jiart  conveying,'  no  new  idea. 

Pleouiism  is  the  use  of  words  which  add  nothing  to  the  sense. 

Ill  the  sentenee:  "They  returned  hack  ag'ain,"  tho  words  "hack  aii;aiii "  add  nothing  to  the 
meanin;;-;  tliey  may,  therefore,  lie  eliminated. 


Circumlocution  or  periplirasis  is  a  round-about  form  of  expression. 

Miia 
appeared 


The  sciitenoo  ;  "  At  no  pi  riod  of  the  world's  history  has  there  ap)K'ared  a  more  remarkable  geniiia 
than  the  'Hard  of  Avon,'"  is  iieri  irastio.  It  may  be  writte'i  thus  :  "  There  never  appeared  a  moi-* 
reniarkable  jjeiiiils  than  shakspin'  . 

EXAMPLES. 

1.  The   man    said    that    tho    book-  1.  The   man    saiJ    that    the    book- 

kee[ier  who  ki  pt  the  books  of  the  tirm       keeper  of  tho  tLna  Jjadali~M.-onded. 
had  absconded. 


2.  They  no.'d  constant  care  all  the 
time. 

,3.  The  ciiptaiii  told  us  till  about  what 
ho  exi>eriencc<l  when  he  was  on  the 
Sandwich  Ishmds. 

4.  Such  genertil  inteiligenci'  anil  ex- 
tensive inf'.riuation  in  so  yovuig  a  jier- 
son  have  freipiently  filled  us  with 
wonder  and  astonishuu  nt. 


2.  They  need  constant  care. 

3.  The  captain  told  u-  ?iis  experience 
of  the  Sandwich  Isliinds. 

4.  Such  extensi\'e  general  intelli- 
>,'i'nce  in  so  young  a  person  luis  fre* 
ipiently  astonished  ua. 
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5.  The  author  of  tlio  Waverloy novels 
was  not  only  reniarkablo  for  liis  talent ; 
lie  was  e(£ually  remarkable  fur  his  in- 
dustry. 

<).  If  men  of  eminence  receive  re- 
ju'oaches  which  tliey  do  not  deserve, 
tliey  likewise  receive  praises  whicii  are 
not  due  to  them. 

7.  The  employer  pai^l  oil'  the  men 
who  were  workinj'  fcjr  him. 


r».   Sir  Walter  Scott  was  as  remark- 
able for  industry  as  for  talent. 


().   Eminent    men    are  both    piaised 
and  re])roached  unjustly. 


7.  The  employer  paid  otl"  his  work- 
men. 


EXERCISES. 

1.  He  performed  his  ablutions  and  inunediately  ^jroceeded  to  partake  of  some 
refreshments. 

2.  A  newsmonger  of  thi-  kind  is  the  very  pest  of  the  neighbourhood  where  he 
may  have  i)itched  his  tent. 

3.  It  was  a  momentary  impulse,  acted  upon  without  premeditation  or  fore- 
thought. 

4.  Ferrard  calcidated  that  when  once  the  iiTevocable  step  had  been  taken,  a 
rectmciliation  witli  her  father  and  a  handsome  dowry  Avould  be  a  matter  of  only 
a  few  weeks,  and  that  the  ))le])eian  alliance,  gilded  with  the  auctioneer's  gold, 
woidd  bLi  condoncid  by  his  family,  and  would  even  cause  him  to  be  received  by 
them  with  open  arms. 

5.  It  is  with  the  most  vuifeigned  and  heartfelt  gratitude  that  I  appear  before 
this  enlightened  and  intelligent  audience,  to  thank  them,  as  I  do,  for  their  kind 
and  generous  symi)athy. 

G.  There  are  a  good  many  hobl)ies  for  teaching  language  to  deaf  mutes  upon 
which  zealous  and  well-meaning  enthusinsts  ride,  l)ut  we  have  found  that  no 
cast-iron  rules  can  be  fornudated  for  the  guidance  of  instructors. 

7.  This  practice  not  (tidy  familiarizes  them  with  correct  forms  of  expression, 
but  it  also  creates  a  desire  for  reading  newspajjers  and  other  jjeriodicals  whereby 
their  knowledge  may  be  widened. 

8.  Another  grievance  I  have  to  ventilate  here  has  reference  to  the  removal 
of  pupils  from  school  for  a  year  or  two,  and  the  returning  of  them  again  in  a 
genera'ly  demoralized  condition. 

9.  In  spite  of  the  efforts  of  numerous  opponents  of  vaccination  in  late  years 
BO  persistently  made,  particularly  in  England,  for  the  discouragement  of  the 
practice,  no  unprejudiced  person  having  an  ac(piaintance  with  the  literature  of 
the  subject  can  reasonably  doubt  the  ethcacy  and  value  of  this  precautionary 
measure. 

10.  From  time  almost  immemorial,  men  in  the  East,  professing  unusual  piety, 
have  thought  it  meritorious  to  renounce  the  enjoyment  of  temporal  comforts 
and  tlie  ties  of  domestic  and  social  relationships,  and  to  live  in  poverty  and 
solitude  for  the  purpose  of  turning  their  thoughts  altogether  towards  spiritual 
matters. 

REMOVAL    OF    ORNAMENT. 

When  figurative  or  ornate  language  is  npjrropnafely  used,  it  is  almost  impos- 
sible  to    abridge  it  without  either  altering,  to  some  extent,  the  meaning,  or 
impairing  the  rhetorical  eti'ect  of  the  original.     Although  this  is  the  case,  the 
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imjjort  of  tho  j)!isHii<,'u  ;is  ;i  wliolo  cm  j^uiuniiUj  ln!  lixjirnssi'd  with  sufticiont 
clearness  to  serve  nil  useful  purposes.  ludeeil,  it.  seldoiu  liajipeiis  tliat  tho 
reduetioii  of  a  piece  of  coiiipositioii  of  this  character  is  reipiired  iu  actiuil 
practice. 

"We  must  not  (ixpect  that  our  jirayers  shall  jienetrate  heaven,  unless  they 
are  [toiiited  with  sincerity/' 

Instead  of  .sjudi  priicfrnff  linwini,  we  may  say  filmll  In-  Jumil  Inj  (lod,  and  inste.-ul 
of  poiiifrd  iritli  .siiicrrlfii  we  may  say  niiifcrc.  IS'ow,  liy  tiansforniing  the  sentence 
heconies,  "  We  must  not  exj)ect  (lod  to  hear  insincere  jirayers." 

"Catch  then,  ()  catch,  the  transicait  lujur, 
Improve  each  monu;nt  as  it  Hies  ; 
Life's  a  short  suunner — man  a  flower— 
lie  dies     alas  !   how  soon  he  dies." 

There  are  two  ideas  l)ro>ii:,ht  out  here,  (1)  that  himi  shmihl  Ini/u'on;  1i!s  tiwc, 
(2)  that  1 1/>'.  in  short .  The  meaning  might  he  expi'essed  thus:  "Improve  your 
tinu',  for  life  is  short. 

EXAMPLES. 


1.    The    former    gained    knowledge 
easily  hy  experience. 


2.  All 

death. 


men    are    alike  subject    to 


1.  Tlu!  former  with  easy  hand  col- 
lected, as  it  passed  hy  him,  whatever 
could  add  to  his  own  stores,  appro- 
j)riated  what  he  could  assimilati',  and 
levied  subsidies  of  knowledge  fiom  all 
the  accidents  of  social  life  and  familiar 
intercourse. 

2.  With  e(pial  ]iace  impartial  Fate 
knocks  at  the  palace  and  the  cottage 
gate 

.'?.  The  enormous  waste  fif  timlier  hy 
hush  tires  is  (piite  inci'edihlu  to  those 
who  have  not  witnessed  the  devasta- 
tion of  wooded  lands  l)y  this  destruc- 
tive >;li'ment. 

4.  The  trees  are  all  shrouded  in 
numtles  of  white. 

5.  In  six  d.'iys  God  rcai'ed  the  mag- 
nificent creation,  tm'ning  the  i'ud( 
chaos  into  symmetry,  and  pervading 
it  with  life,  so  that  beauty  and  anima- 
tion succeeded  what  was  shapeless 
and  inert. 

EXERCISES. 

1.  Pride  goeth  forth  on  horseback,  gi'and  and  gay, 
But  Cometh  back  on  foot,  and  begs  its  way. 

2.  On  the  morning  of  the  festal  day  the  I'oads  are  thronged  with  sledges  con- 
veying visitors  to  their  destinations  ;  the  brass  hells  which  decorate  the  hardy 
little  Norwegian  horses  making  a  merry  tinkling  in  the  frosty  air. 

3.  I  have  been  taking  a  survey  of  your  locality,  and  am  actuated  by  ardent 
wishes  to  have  my  residence  iu  the  midst  of  scenery  so  enchanting. 


?>.  The  destruction  of  timl)er  by 
bush  tires  is  incredible  to  those  who 
have  not  seen  them. 


4.  The  trees  are  covered  Avith  snow. 

5.  In  six  days  God  made  the  world, 
turning  what  was  sha)>eless  and  inert 
into  a  scene  of  life  and  beauty. 
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4.  The  snoAvdrop,  foi'cmosfc  of  tin;  lovely  train,  hrcaks  lior  way  throngh  tho 
frozen  soil  in  oidor  to  prcsiMit  liur  early  coiiipliiiieiits  to  lier  lord.  hressed  in 
the  rolie  of  iiuiocency,  slie  steps  forth,  fearkiss  of  danger,  long  l)ef(jre  the  trees 
have  ventured  to  \nifohl  their  leaves. 

n.  Nou'  idtlioiigli  the  ]^'V.  llohert  Yane  did  not  aspire  to  hring  any  jxisitively 
undiscovered  ti'uths  out  of  tlie  storehouse  of  the  I'»iltle,  or  to  tickle  the  spiritual 
palates  of  his  hearers  with  the  spicy  flavour  of  heterodoxy,  yet  he  had  a  happy 
kiiairk  of  clothing  familiar  teachiugs  in  a  fi'esh  and  striking  garh,  and  of  appeal- 
ing to  those  nerves,  so  to  speak,  in  the  great  netwoi'k  of  tlu!  lirain  which  had 
not  lost  their  sensitiveness  through  repeated  friction.  The  result  was  that 
whenever  and  wherever  he  was  aiuiounced  to  ](reac]i,  crowds  tiocked  to  lu!ar 
Inm,  to  have  tlieir  s[)iritual  atmosphere  cleared  Ity  a  Ijreatli  from  his  revivifying 
breeze  of  freshness. 

fi.  The  wonderful  ])erfuiue  of  some  of  these  odorous  flowers  almost  intoxicated 
the  visitor  ;  ohserving  which,  the  fairy  company  liastened  to  leatl  him  away  from 
their  tlower  to  their  fruit  gardens,  where  lie  regaled  himself  with  the  sweetest 
and  most  luscious  fruits  imaginable. 

7.  Lucius  Avory's  heart  v  ithered  within  him  long  before  he  reached  the  end 
of  the  letter,  lie  let  it  tli ■ 'p  fi'om  his  nerveless  lingers,  and  sinking  into  the 
nearest  chair  with  a  grti.in,  lie  liuried  his  face  in  his  hands.  All  the  golden 
fa])ric  of  fraud  which  he  and  his  wife  had  built  up  with  so  much  labour  and 
cunning,  as  at  tlie  touch  of  an  enchanter's  wand  had  fallen  in  ruins  around 
them.  The  avenger  was  <m  their  footsteps,  and  soon  would  overtake  them  ; 
before  theiu  loomed  a  future  at  whose  blackness  his  soul  slinuik  aghast. 

8.  And  Ardennes  waves  above  them  her  green  leaves. 
Dewy  with  nature's  tcar-di'ops,  as  they  ])ass, 
(Jrieving,  if  aught  inanimate  e'er  grieves, 
Over  tiie  unreturning  ))rave, — alas  ! 
Ere  evening  to  be  trodden  like  the  grass 
Which  now  beneath  them,  but  above  shall  grow 
In  its  next  verdure,  when  this  ticry  mass 
Of  living  valor,  rolling  <m  the  f()e, 
And  burning  with  higli  hope,  shall  moulder  cold  and  low. 

8.  Yes  ;  I  am  old  now,  and  chilly  sometimes  at  night  when  the  fire  gets  low, 
wearing  a  greatcoat  even  on  the  summer  days,  and  shivering  often  when  the 
zephyrs  lan  my  face.  But  I  am  kept  young  by  my  love  for  nature  ;  I  woo  her 
as  amorously  as  ever  maid  was  wooed  by  swain,  and  she  is  not  afraid  to  press 
her  rosy  lips  to  mine,  yellow  and  withered  as  they  are,  and  to  twine  her  lovely 
arms  round  my  neck.  I  love  her  for  her  hopefulness,  for  her  inexlmustible 
store  of  youth.  Everywhere  with  love  she  rebukes  [)oor  moitals  for  sitting 
down  sad  with  folded  hands,  and  with  a  glad  voice  bids  them  he  \\\)  and  doing. 
She  is  irrepressilile.  You  may  crush  her  down  with  stimy  hand  and  plaster  over 
every  vestige  of  her  beauty,  and  then  say  to  yourself  in  pride  of  heart,  'I  have 
made  a  city,  a  ])lace  for  commerce  and  traflic,  !ind  j^h-asure  and  sorrow;'  and 
yet,  turn  your  back  for  an  instant,  lo  !  a  little  blade  of  grass  comes  up  between 
the  stones  of  the  causeway  and  laughs  in  your  very  face. 

OMISSION    OP    WHAT    IS    UNIMPORTANT. 

When  attempting  to  eliminate  the  parts  of  a  passage  expi'essing  the  less  impor- 
tant ideas,  the  student  will  rec^uire  to  exercise  judgment  in  determining  what 
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thoso  nro.  This  ju-csiipiioscs  u  dear  coiu'i'ittidji  of  tlu;  uiitlior's  iiiuiiiiiiii,',  as  well 
us  u  distinct  view,  nieiitiilly,  of  \vli;it  coiistiLiites  tliu  t'niiiiuvvtH'k,  or  uiuiu  Imsis  of 
the  composition. 

1'liis  species  of  ;i])ri<l;:;nie'iit  is  luryely  employed  in  condensing  correspondence. 
(Jeneiaiiy  spciikiii'^,  l•llsim^ss  ](3ttt!i's,  espc^cialiy,  ure  wi'itli'n  in  such  a  style  as 
not  to  H(iiiiib  of  much  icduction  (ttherwisi;,  JJcmcmlierinif  this,  und  ulso  the 
fact  that  Init  little  assistance  can  he  I'endered  in  conm-ction  with  this  part  of  the 
suiiji'ct,  the  student  will  <loul)tless  realise  at  once  the  imi)ortance  of  giving  it 
the  closest  attention. 

"Reason,  which  is  a  priceless  gift,  guides  men  in  the  performanco  of  every 
duty  Viiiich  is  I'equired  of  them." 

"^i'lHi  li'ading  id(^■l  express(Ml  liei'e  is  that  men  are  (jnided  by  reason.  Therefore 
the  sentence  may  he  contracted  thus  : 

"  Reason  guides  men." 

Ah  the  sunnuary  should  contain  only  the  important  ideas,  it  must  be  the  first 
concei-n  of  the  student  to  comju'ehend  the  exact  meaning  of  the  passage. 
Having  done  this,  he  will  determine  what  is  really  essential,  and  endeavov  to 
ex])ress  it  clearly  and  brielly. 

EXAMPLES. 

Those  im])ortant  faculties  of  sight  and  hearing,  which  are  of  so  much  use,  and 
which  procure  us  so  many  enjoymi'iits,  thpi'iui  upon  timsch's  so  extrcnwhj  small 
fliat  tla'ji  Mitst  be  HKigniJird  to  be  risible.  In  the  tongue  the  muscles  are  very 
numerous,  and  so  implicated  A\ith  one  another  that  the  nicest  dissectoi's  cainiot 
ti'ace  them  ;  yet  tlu^y  are  so  anaiiyx'd  that  they  never  interfere  with  each  other, 
nor  interru[)t  the  various  othces  of  speaking  and  swallowing.  In  the  other  pai'ts 
of  the  body  the  same  admirable  economy  is  preserved.  The  innsrli's  o,re  eiwry- 
■wlwre  diffused;  they  lie  close  to  each  other,  in  layers,  as  it  wei'e,  over  (mo 
another,  after  crossing,  sometimes  j)assing  through,  and  emu,  Imbeibled  in  one 
another,  yet  each  ((t  perfect  lihcrtij  to  j^^i'farm,  its  pecidlar  office  tvlthoiit  inter- 
ruptiiiij  the  2>oirer  of  its  neiijhhor. 

Tf  the  student  will  examine  the  foregoing  paragraph  carefully  ho  will  see 
that  the  writer  wishes  to  impress  the  following  facts  : 

1.  That  muscles  are  minute  and  numerous. 

2.  That  they  are  implicated  with  one  another. 

3.  That  they  are  found  in  all  parts  of  the  body. 

4.  That  one  muscle  does  not  hinder  another  from  performing  its  proper 
function. 

The  summary  sliould  give  prominence  to  these  ideas,  and  to  no  others.  For 
that  reason  nothing  need  be  said  about  tlie  importance  of  the  faculties  referred 
to,  or  oi  the  ditticulty  of  dissecting  the  muscles  of  the  tongue  in  particular. 

Abridgmoit. 

The  faculties  of  si;^^,dit,  liearing,  and  s])eech  depend  uj)on  muscles  microscopi- 
cally small.  Although  nniscles  are  thickly  diti'use'.l  tlioughout  the  body,  being 
in  BOiue  parts  even  imbedded  into  one  another,  each  performs  its  function  freely. 
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EXERCISES. 

1.  All  Tioys  and  :,'irls  liko  apiilcs  und  jic/ii's,  and  a  well  made  apiilr-dumplitiK 
is  oni)  of  tlio  tilings  that  cuiiics  on  tlin  podi;  mans  taMc.  lint  town  cliildrcn, 
l<)»)kin<^  with  l(>nL^in<;  oyos  at  the  jtilcs  of  rosy  nppli's  on  tliu  stall,  and  thu  thrifty 
wife  who  fj;ocs  to  market  to  <,'ct  the  liest  two-penny  worth  she  can  for  her  dinii|i- 
ling,  know  little  of  the  places  where  the  apjiles  <j;row,  or  of  the  pleasures  of 
gathering.  They  have  to  do  wit h  apples  only  on  the  stall,  and  in  the  market; 
they  do  not  know  them  in  the  oivhard  and  on  the  tree. 

2.  In  vain,  after  these  thin-^s,  may  wo  indulgo  the  fond  hope  of  |H'ace  and 
reconciliation.  There  is  no  Ioniser  any  room  for  lii'jie.  if  we  wish  to  l)e  frei- ; 
if  we  mean  to  preserve  inviolatt^  those*  inestimahle  ]ii'i\  ilems  foi'  which  we  have 
l)eeu  HO  long  contending,  if  we  mean  not  l).'isely  to  aliamlon  the  nolile  struggle 
in  which  we  have  been  so  long  engaged,  and  which  we  have  ]iledged  ourselves 
never  to  abandon  until  the  glorious  object  of  our  I'ontest  shall  be  obtained,  we 
must  fight  ;  I  repeat  it,  sir,  we  must  light  !  An  a[)peal  to  arms  and  to  the  (Jotl 
of  Hosts  is  all  that  is  left  us  ! 

3.  On  the  kjiowU'dge  of  tlie  spherical  figure  of  the  earth,  the  art  of  navigation 
in  a  great  measure  depends  ;  and  all  the  voyages  of  discovery,  which  liavi!  I)een 
made  in  later  years,  were  luidertaken  in  conseipience  of  the  knowleilge  of  this 
fact.  Had  mankind  remaiiu'd  miac(|uainted  with  this  discovery,  the  cii'cum- 
navigation  of  the  globe  would  never  have  l)een  attemjited  vast  portions  of  the 
worhl  would  have  remained  md<nowu  and  unexplored—  no  regular  intercourse 
would  have  been  maintained  between  the  various  ti'ibt's  of  the  human  vtiva  — 
and,  consequenth',  the  blessings  of  Divine  Ivevelation  would  never  have  been 
connnunicated  to  the  greater  part  of  the  Gentile  world. 

4.  A  man  of  polite  imagination  is  let  into  a  great  ni;iny  ])leasures,  that  the 
vulgar  are  not  capable  f)f  receiving.  He  can  converse  with  a  ]iictin'e,  and  find 
an  agreeable  companion  in  a  statue.  He  miujts  with  secret  refreshment  in 
a  descrij)tion,  and  often  a  greater  satisfaction  in  the  })rospect  of  iit-lds  and 
meadows,  than  another  does  in  the  same  possession.  It  gives  him,  indeed,  a 
kind  of  property  in  everything  he  sees,  and  iiuikes  the  most  uucultivated  ])arts 
of  nature  administer  to  his  ])leasures  ;  so  that  he  looks  upon  the  world,  as  it 
were,  in  another  light,  and  discovers  in  it  a  multitude  of  charms,  that  conceal 
themselves  from  the  generality  of  maidvind. 

5.  To  satisfy  the  examiner,  the  entirely  uncultured  youth  has  in  the  first  place 
to  set  himself  resolutely  to  learn  to  read.  Then  he  must  be  able  to  write  to  the 
extent  of  transcribing  a  few  lines  from  a  book.  With  the  mysteiies  of  tlie  four 
elementary  rules  of  arithmetic,  he  must  dis|)lay  a  tolerably  intimate  ac((uaint- 
ance.  To  men  who  can  already  read  and  write,  the  latter  does  not  ])rove  an 
insuperable  obstacle.  Having  furnished  a  moderately  good  "  pajier"  on  these 
not  very  exacting  subjects,  lie  in  a  few  days  receives  his  ft)Urth-class  certificate, 
and  leaves  the  school  in  triumph. 

6.  In  a  country  where  there  is  no  law,  there  is  no  security  for  life  or  property; 
no  abundance  of  the  necessaries  or  the  luxuries  of  life;  no  certain  subsistence 
for  the  inhabitants  ;  and  the  oidy  eipiality  that  can  exist  in  siich  a  condition  of 
society  is  an  equality  of  misery,  where  all  classes  are  exposed  to  the  rii-.ks  and 
dangers  incident  to  a  state  of  anarchy. 

7.  Burchill,  the  South  African  traveller,  was  one  day  travi-lling  with  a  caravan 
along  the  bank  of  a  river  which  was  densely  fringed  with  tall  grasses  and  mat- 
rushes,  when  his  dogs  began  barking  loudly  at  some  C(.)ncealed  object.     In  a 
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minute  or  •t»»o,  roused  by  tlio  tumult,  a  lion  and  lioness  brc  .^  out  into  the 
opening.  The  latter  immediately  took  to  flight  among  the  reeds,  but  the  lion, 
an  enormous  animal,  with  a  full  black  mane,  advanced  a  step  or  two,  and  then 
stood  still,  gazing  calmly,  as  if  to  say,  "  Who  are  you  that  have  dared  to  intrude 
on  my  royal  privacy?"  Some  of  the  party  were  unarmed,  and  to  them  the  lion's 
glowing  eye  was  a  thing  of  fear  ;  others,  who  had  wea[)ons,  y)ut  their  fingers  (m 
the  triggers  ready  to  fire  ;  and  Burchill  himself  luild  his  pistols  in  the  same 
manner.  At  this  moment  the  dogs  rushed  forward  and  barked  around  iiim. 
Two  of  them  ventui'ed  too  near  the  destroyer,  who  slightly  lifted  his  paw,  and, 
lo  !  they  were  dead.  So  quickly  was  it  done,  that  Burchill  had  only  time  to 
mark  the  result.  The  men  inmiediately  fired,  a  T)all  entered  the  lion's  side  ;  but 
though  the  blood  began  to  flow,  he  still  jjreserved  his  attitude  of  half  scornful, 
half  curious  immobility.  They  then  expected  that  he  would  certainly  sjjring, 
and  Burchill  raised  his  pistols,  but  to  their  surj)rise,  and  not  a  little  to  their 
relief,  he  wheeled  himself  round,  and  proudly  marched  away. 

EXERCISES— REVIEW. 

1.  Public  attention  has  recently  been  di'awn  to  the  ])ossibilities  which  are  now 
making  themselves  manifest  of  extinguishing  fire  by  the  application  of  chemicals 
whose  properties  are  antagonistic  to  combustion. 

2.  A  parent  may  control  the  actions  of  his  children  so  long  as  they  remain 
under  his  roof,  and  may  insist  upon  his  regulations  being  observed  and  his 
connuands  obeyed. 

3.  In  the  biographies  of  the  saints  of  the  early  Celtic  Church  it  is  frecjuently 
recorded  that  towards  the  close  of  their  lives  they  left  their  monasteries  and 
sought  the  seclusion  of  some  lonely  island  or  mountain  solitude,  in  order  to 
pass  the  evening  of  their  days  in  undisturbed  devotion  and  freedom  from 
worldly  cares. 

4.  What  we  got  from  our  worth"  director  from  Grimsby  is  quite  in  keejjing 
with  some  thoughts  that  have  been  travelling  througli  my  head,  and  to  which  I 
gave  some  expression  in  one  of  my  articles  in  the  CiouiUiau  Jlorficultvrist. 

5.  According  to  some  of  the  novels  of  the  ]>resent  day,  it  is  only  the  lovely 
nymphs  of  seventeen  or  eighteen,  and  the  fascinating  swains  of  three  or  four 
and  twenty,  who  have  any  business  to  think  of  matrimony.  The  poor  plain 
ones,  or  those  who  have  ])as8ed  the  meridian  of  life,  are  looked  upon  as  com- 
pletely shelved  ;  the  hymeneal  ttirch  is  not  to  be  lit  for  them,  and  the  little  god 
of  love  passes  them  over  with  contemi)t. 

6.  The  migration  of  birds  is  a  subject  that  has  excited  the  attention  of  natur- 
alists of  all  nations  from  very  early  times,  and  many  theories  liave  been  advanced 
to  account  for  the  mysterious  ])eriodical  movements  that  take  place  among  the 
feathered  tribes,  although  it  can  hardly  be  said  there  is  one  which  fully  explains 
these  nu)vements. 

7.  The  earth,  covered  by  its  first  mantle  of  snow,  reminds  one  that  the  col- 
lecting season  is  virtually  ended,  and  the  lengthened  evenings  allured  one  to 
the  study  fireside  to  go  carefully  over  note-books  and  collectit)ns  and  to  read 
the  recorded  labours  of  fellow-Entomologists. 

8.  I  was  so  unfortunate  during  (uir  sojourn  in  those  remote  regions  as  to  dis- 
locate my  ankle  ;  and  in  the  absence  of  regular  medical  aid,  Digby  showed 
himself  a  skilful  amateur  surgeon,  and  afterwards  relintpiislieil  many  hours  of 
sport  with  his  friends,  in  «)rder  to  sit  by  my  sofa  and  help  me  to  while  away  the 
tedium  of  my  idhs  days. 
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9.  As  it  is  not  a  vain  and  false,  but  an  exalted  and  religious  imacfination, 
which  leads  us  to  raise  our  thoughts  from  the  orb  which,  amidst  this  universe  of 
worlds,  the  Creator  has  given  us  to  inhabit,  and  to  send  them  with  something  of 
the  feeling  which  nature  prompts,  and  teaches  to  be  proper  among  children  of 
the  same  Eternal  Parent,  to  the  contemplation  of  the  myriads  of  fellow-beings 
with  which  his  goodness  has  peopled  the  infinite  of  space,  so  neither  is  it  false 
or  vain  to  consider  ourselves  as  interested  or  connected  with  our  whole  race 
through  all  time  ;  allied  to  our  ancestors  ;  allied  to  o»ir  posterity  ;  closely  com- 
pacted on  all  sides  with  others  ;  ourselves  being  but  links  in  the  great  cliain  of 
being,  which  begins  with  the  origin  of  our  race,  runs  onward  through  its  suc- 
cessive generations,  binding  together  the  past,  the  present,  and  the  future,  and 
terminating  at  last  with  the  consummation  of  all  things  earthly,  at  tbe  throne 
of  God. 

10.  I  venture  to  prophesy  there  are  those  now  living  who  will  see  this  favored 
land  amongst  the  most  powerful  on  earth  ;  able,  sir,  to  take  care  of  herself, 
without  resorting  to  that  policy  which  is  always  so  dangerous,  though  sometimes 
unavoidable,  of  calling  in  foreign  aid  Yes,  sir  ;  they  will  see  her  great  in  arts 
and  in  arms  ;  her  golden  harvests  waving  over  fields  of  immeasurable  extent ; 
her  commerce  penetrating  the  most  distant  seas,  and  her  cannon  silencing  the 
vain  boasts  of  those  who  now  proudly  atl'ect  to  rule  the  waves.  But,  sir,  you 
must  have  men  ;  yon  cannot  get  along  without  them.  Those  heavy  forests  of 
valuable  timber  under  which  your  lands  are  groaning  must  be  cleared  away 
Those  vast  riches  which  cover  the  face  of  your  soil,  as  well  as  those  which  lie 
hid  in  its  bosom,  are  to  be  developed  and  gathered  only  by  the  skill  and  enter- 
prise of  men.  Your  timber,  sir,  must  be  worked  up  into  ships  to  transport  the 
productions  of  the  soil  from  which  it  has  been  cleared.  Then  you  must  have 
commercial  men  and  commercial  capital  to  take  off  your  productions,  and  find 
the  best  markets  for  them  abroad.  Your  great  want,  sir,  is  the  want  of  men  ; 
and  these  you  must  have  and  will  have  speedily  if  you  are  wise. 

11.  It  is  not  easy  to  over-estimate  the  advantages  of  under-draining,  or  to 
apply  to  it  the  language  of  extravagance.  Since  first  practised  its  march  has 
been  victorious — a  succession  of  triumphal  conquests.  It  has  drawn  the  line 
of  demarcation  between  the  domain  of  the  living  and  the  dead  in  plant  life. 
The  battle-ground  of  occupancy  between  the  principles  of  vegetative  production 
and  vegetative  destruction,  it  has  given  to  the  former.  It  has  broken  the  iron 
sway  of  the  fitfulness  of  the  seasons,  and  taken  away  its  yoke.  It  has  sup- 
planted a  sickly  delicacy  in  plant  life  by  the  robust  vigor  of  a  strong  growth. 
It  has  unlocked  the  hidden  chambers  of  the  secreted  forces  of  the  soil,  driven 
them  out  from  their  hiding-places,  and  forced  them  to  give  of  their  hoarded 
wealth  to  the  husbandman.  It  has  given  abundant  "  seed  to  the  sower  "  and 
*'  bread  to  the  eater,"  has  filled  the  barns  of  the  yeomen  brimful,  and  their 
pockets  with  yellow  gold.  It  has  practically  chained  the  frost-king  to  ice-rocks 
of  the  north  for  two  whole  weeks  in  autumn,  and  broken  his  fetters  a  fortnight 
earlier  in  spring.  It  has  smitten  the  grasses  of  the  marsh  (comparatively 
useless),  which  love  a  watery  domain,  with  a  hopeless  decay,  and  covered  tlu) 
abode  of  the  frog  and  the  lizard  witli  rich,  ripe  shocks  of  well-eared  com.  It 
has  turned  the  joyless  fen,  wliere  seeds  of  death  hovered  in  the  air,  into  the 
happy  abode  of  singing  bird  and  laughing  child  ;  and  what  it  has  done  it  will 
continue  to  do,  if  only  given  a  chance. 

12.  The  inevitable  necessity  that  a  Levantine  or  Asiatic  feels  to  ask  more 
than  double  the  actual  value  of  his  goods,  and  allows  himself  afterwards  to  be 
hftaten  down  to  gomethins  less  than  half  what  he  originally  asked,  is  a  cause  of 
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bewilderment  to  the  ordinary  Briton,  and  a  continual  sore  rankling  in  the  bosom 
of  the  unwary  tourist  who  has  fallen  a  victim.  It  is  not  only  the  unlicensed 
hawker  who  takes  his  wares  on  board  ships  as  they  put  in  to  the  various  ports 
along  their  route,  and  Avhose  prices  are  merely  a  speculation  as  to  liow  great  an 
extent  his  customer  may  ha  imi)oscd  upon  ;  but  in  the  regular  shops  and 
markets,  this  system  of  haggling  is  perfectly  recognized  ;  and  a  trader  who 
fixed  a  fair  price  on  his  goods,  and  kept  to  the  one  price,  would  run  considerable 
risk  of  losing  his  entire  custom,  as  the  satisfaction  of  having  beaten  down  a 
tradesman,  r.  id  forced  him  to  strike  off  something  from  liis  original  price,  gives 
an  appreciable  flavor  to  the  transaction. 


CHAPTER  II. 


PRECIS-WRITING. 

Precis- Writing,  while  affording,  in  conunon  with  other  departments  of  the 
subject  of  composition,  excellent  facilities  for  mental  development,  possesses, 
on  account  of  its  utility,  a  very  pressing  claim  on  the  attentitm  of  the  student 
preparing  to  enter  upon  tlie  duties  of  a  business  life.  No  one  is  properly  fitted 
for  a  clerkship  who  is  not  prepared  to  summarize  a  letter,  or  a  series  of  letters, 
when  reijuired  to  do  so  by  his  superior. 

By  a  Fircis*  is  meant  a  short  form  of  composition,  giving  in  clear  and  con- 
cise language,  all  this  is  really  essential  in  business  correspondence,  or  other 
writing. 

The  object  of  contlensing  letters,  &c.,  is  that  the  head  of  a  department, 
manager  of  a  business,  or  other  person  in  authority,  may  comprehend  all  that  is 
important  in  them  without  reading  the  originals. 

It  often  occurs  that  flic  person  to  whom  a  letter  is  addrestied,  has  not  at  his  dis])08al  the  time  which 
would  lie  reeiiiircil  to  read  it.  In  order  to  acquaint  himself  with  the  particulars  of  the  letter  in  the 
shortest  time  jiossible,  he  will,  instead  of  reading  the  original,  read  a  precis  or  summary  of  it,  pre- 
pared by  his  clerk. 

"The  merit  of  a  precis  consists  in  its  brevity,  completeness,  clearness,  and 
judicious  arrangement." 

EXAMPLE. 
Sir  James  MacKhdosh  to  Macvcy  N^apier, 

MoRuooKS,  November  13,  1822. 
My  Dear  Sir, — 

It  would,  be  difficult  for  me  to  convey  to  you  an  adequate  conception  of 
'bo  n\agTl^.ttt»4  of  my  historical  arrears,  ansl  of  (be  sad  extent  to  which  inevita- 
f)lo  engagements,  ill  health,  and  domestic  alllictions  have  of  late  encroached  on 
the  tiuie  which  ought  to  have  been  employed  in  attempting  to  discharge  them. 
My  ciroimisbtnces  in  that  respect  are  at  j)resent  such  that  nothing  could  have 
made  me  think  of  the  experiment  which  I  mentioned  in  my  last,  but  a  feeling 
that  I  ouglit  sooner  to  have  told  you  my  difficulties.  I  should  be  very  nuich 
obli'5  "1  to  you  by  your  sjiying  to  Thomson  that  there  is  nothing  of  which  I 
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am  at  present  so  desirous  as  authentic  information  about  Olencoe,  and  that  1 
beg  to  know  from  him  whether  the  proceedings  published  in  tlie  thirteenth 
volume  of  "Howell's  State  Trials"  be  an  accurate  and  complete  account  of 
what  passed  in  the  Scotch  Parliament  concerning  that  soliUu-y  but  deep  blot 
on  the  Revolution. 

Very  truly  yours, 

J.  MACKINTOSH. 

NoTB. — The  jtudent  is  expected  to  do  all  he  can  for  himself  Vwfore  referrinj;  to  the  prf'cis  driven 
below,  for  it  is  intended  merely  as  a  guide.  If,  on  making  a  comparison,  he  should  find  that  his  own  is 
considerably  different  from  the  model,  he  must  not  at  once  conclude  that  his  efforts  have  been  unsuc- 
cessful. As  there  are  various  ways  of  expressing  the  same  thmg,  he  must  first  call  to  mind  what  the 
rei)uirement8  of  a  prrcis  are,  and  then  proceed  to  discover  to  what  extent  his  work  (!omplies  with 
these.     Having  done  this,  he  is  in  a  i>ositioii  to  exercise  his  judgment  in  regard  to  the  matter. 

The  student  on  reading  the  foregoing  letter  will  observe  that  the  following 
indicate  the  importivnt  points  : — 

1.  Hiscorical  arrears,  and  difficulty  in  discharging  them. 

2.  The  request  made. 

Therefore,  the  precis  may  take  the  following  form  : — 

PRECIS. 

Mr.  Macvey  Napier  is  informed  of  the  magnitude  of  Sir  James  MacKintosh's 
historical  arrears,  and  of  his  difficulty,  owing  to  unfavorable  circumstances, 
in  discharging  then).  Sir  James  MacKintosh,  anxious  for  authentic  information, 
ro(juests  him  to  ask  Thomson  if  the  thirteenth  volume  of  "  Howell's  Stjvte 
Trials"  gives  a  full  and  Jiccurate  report  of  the  proceedings  of  the  Sct)tch  Par- 
liament concerninji  Glencoe. 


EXBRCISB  I. 

Samuel  Wilmot,  Esq.,  ^"»^"^  ^'^^'  «««^"''^r  1^'  1887. 

Newcastle,  Ontario. 
Sir, — 

Your  letter  of  the  1st  inst.  came  duly  to  liand,  and  contents  noted.  I  will 
follow  the  instructions  given  therein.  The  freshet  has  been  very  high,  but  done 
no  damage,  or  at  least  nt)thing  to  speak  of.  Tlie  water  was  running  over  the 
lower  dam;  and  I  had  to  run  a  net  along  the  top  in  order  to  prevent  the  fish 
from  going  over.  I  think  some  have  got  out.  I  had  to  remain  at  the  racks  all 
night  in  order  to  keep  them  clear  of  leaves,  otherwise  there  would  have  been  a 
clean  sweep :  this  being  the  first  rise  of  water  this  season  brought  a  large 
amount  of  leaves  and  other  rubbish.  All  danger  is  now  jiast  for  this  season, 
and  I  hope  we  will  not  have  such  a  sudden  rise  of  water  again.  Tlie  fishermen 
will  bo  down  to-day  with  one  hundred  more  fish,  this  will  cuucludo  this  season's 
fishing  ;  J.  think  we  now  have  a  sufficient  number  to  fill  the  house. 

I  remain,  yours  truly, 

ISAAC  SHEASGREEN. 
(a)  Indicate  the  principal  points  in  the  letter, 

(6)  Write  a  precis  of  it. 
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EXERCISE    II. 

Berwick,  September  27, 1877. 
Sir, — 

An  absence  froui  college  on  account  of  sickness,  has  prevented  my  answer- 
ing your  obliging  communication  recjuesting  mo  to  write  a  paper  on  Political 

Economy,  for  publication  in  the  columns  of  that  excellent  periodical,  t.he 

Review.  Although  I  am  far  from  lieing  disengaged  at  the  present  time,  I  think 
I  may  safely  promise  to  have  the  article  referred  to  ready  for  the  December 
number.  I  may  say,  however,  before  ccmimencing  it,  that  many  of  my  views 
on  that  important  subject  differ  widely  from  those  expressed  by  some  of  the 
contributors  to  your  paper  during  the  last  three  years  ;  but  I  presume  that  its 
readers,  being  of  the  more  intelligenL  sort,  will  not  suppose  the  views  that  I 
may  see  tit  to  set  forth  will  necessarily  be  indorsed  by  you.  At  any  rate,  the 
more  1  consider  the  subject,  the  more  I  am  convinced  that  many  of  the  popular 
notions  of  the  day  regarding  it  are  based  on  a  false  foundation. 

Yours  truly, 
D.,  A.  B. 

Stoke, 
(a)  Indicate  the  main  points  in  this  letter. 
(/>)  Write  a  precis  of  it. 
(c)  In  what  do  the  merits  of  a  precis  consist  ? 
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EXERCISE    III. 

Brandon,  July  14, 1887. 
Dear  Sir, — 

1  beg  leave  to  acknowledge  the  receipt  of  your  letter,  dated  July  1st  inst., 
asking  for  information  in  regard  to  your  claim.  On  account  of  circumstances, 
which  notlung  could  have  enal)led  me  either  to  anticipate  or  ])revent,  I  was  com- 
pelled to  leave  home  on  the  30th  ult.  Since  that  tniie  I  have  done  no  office 
work,  and  therefore  I  have  to  inform  you  that  the  ])apers  have  not  been  sub- 
mitted for  ap|)roval  ;  but  that  the  matter  will  be  attended  to  without  delay.  As 
soon  as  a  sJitisfactory  arrangement  is  made,  I  shall  write  you. 

Yours  truly, 
E.  E.  MuRCH,  Esq.,  B.  C.  DENHOLM, 

Prnice  Albert. 

(a)  Write  a  precis  of  the  foregoing  letter. 


EXAMPLE. 

Underwood,  July  14,  1887. 
Dear  Sir, — 

The  other  day  I  had  a  letter  from  my  brother,  informing  me  that  you  wish 
to  sell  your  farm,  and  giving  me  a  somewhat  detsiiled  descriptitm  of  it.  From 
what  he  said  I  am  of  opinion  that  it  would  make  a  good  stock  farm,  and  that  is 
just  what  would  suit  me,  as  I  j)ur{)ose  to  devote  my  attention  chieHy  to  the 
rearing  of  horses  and  cattle.  It  being  my  intention  to  purchase  shortly,  y<  u 
Will  do  me  a  favor  by  letting  me  hear  from  you  at  once.     Please  give  particular*} 
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in  regard  t-o  price,  terms  of  sale,  «to.  State  also  which  day  next  week  it  will 
best  suit  your  convenience  for  me  to  go  over,  as  I  must  see  the  farm  myself 
before  doing  anything  further  in  regard  to  the  matter. 

Yours  respectfidly, 

J.  B.  Pkatt,  Esq.,  J.  J.  HOWE. 

Bervie,  Ont. 

Bervie,  July  1<),  1SH7. 
Dear  Sir, — 

I  have  the  honor  to  acknowledge  the  receipt  of  your  favor,  dated  the  14th 
inst«int,  intimating  that  you  have  some  notion  of  purchasing  the  farm  which  1 
ott'er  for  sale,  and  asking  particulars  in  regard  to  price,  terms,  A;c.  In  rej)ly  I 
beg  leave  to  state  that  my  cash  price  is  Eiglit  Thousjind  Dollars  ;  but  that  I  am 
willing  to  accej)t  Four  Thousand  Dollars  cash,  and  a  mortgage,  j)ayable  in  live 
years,  bearing  interest  at  the  rate  of  0  ^  per  annum,  for  the  balance.  The  farm 
is  certainly  an  excellent  one  for  stock  raising,  having  all  necessary  c<mveniences, 
such  as  stabhng,  p-.sture  fields,  water  sujiply,  i\:c.  I  sliall  be  at  liberty  on  the 
afternoon  of  Friday,  the  22nd  inst.,  and  it  will  allbrd  me  much  pleasure  to 
assist  you  in  examining  whatever  may  bo  of  interest  to  you. 

^'^'jurs  respectfully, 

J.  J.  Howe,  Esq.,  J.  B.  PIIATT. 

Underwood,  Ont. 

Underwood,  July  18,  1887. 
Dear  Sir, — 

Permit  me  to  acknowledge  the  receipt  of  your  favor  of  the  10th  nist. ,  giving 
price,  tfcc,  of  the  farm  which  you  otl'er  for  sale.  While  thanking  you  for  kindly 
ottering  to  assist  me  in  examining  the  farm,  I  beg  leave  to  state  that  such 
examination  would  be  useless,  unless  you  can  modify  your  terms  of  sale.  If  I 
should  decide  to  buy  from  you,  I  could  pay  down  Three  Thousand  Dollars,  and 
the  balance  in  three  years.  Please  let  me  know  at  once  if  this  woidd  bo  satis- 
factory to  you,  and  oblige, 

Yours,  »tc., 

J.  B.  Pratt  Esq.,  J.  J.  HOWE. 

Bervie,  Ont. 

Bervie,  July  20,  1887. 
Dear  Sir, — 

In  reply  to  your  favor  of  the  18th  inst.,  asking  information  \\\  regard  to  a 
moditication  of  terms  of  sale,  I  have  much  pleasure  in  st.  cing  that  what  you 
propose  would  be  quite  satisfactory  to  me,  sliould  you  decide  to  jjurchase  tiie 
farm.     I  shall,  therefore,  expect  you  on  the  afternoon  of  Friday,  the  22nd  inst. 

Yours,  ttc, 
J.  J.  Howe,  Esq.,  J.  B.  PIIATT. 

Underwood,  Onf. 

On  reading  the  correspondence  given  above,  the  follownig  important  points 
may  be  noted  : — 

No.  1.   Asking  for  particulars  relating  to  farm, 
No.  2,  Particulars  given. 
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15. 


Pratt  had  ofFcrcd 


No.  ',i.  Inquiry  in  ro^ard  to  a  modification  of  terms. 
No.  4.  Proposed  terms  satisfactory. 

pr6cis.» 

Mr.  J.  .T.  llowc,  licarin<jt  that  Mr.  J. 
liis  farm  for  saks,  asked  liim  for  particidars  us  to  j)rice  iVc. 
Mr.  Pratt  stated  that  the  price  was  }«!8,(K)(),  of  wliich  ^4,(MM) 
was  to  l)e  cash,  a  niortj^tij^'e,  payable  in  5  years,  and  bearing 
interest  at  (57,  to  l)o  taken  for  hahmce.  Mr.  Howe,  being 
inia))le  to  accede  to  these  terms,  iiKpiired  if  $.'{,0(X)  paid 
down,  and  the  balance  in  three  years,  would  bo  satisfactory, 
should  ho  decide  to  purchase.  Mr.  Pratt  replied  in  the 
aftinuativo. 


Ni>. 
No. 


1. 
2. 


No.  3. 


No.  4. 


EXERCISE   IV. 

Dominion  Lands  Okkick. 
Sin,—  I'lUNcK  Ai,in:KT,  N.W.T.,  11th  March,  1882. 

As  a  majority  of  the  settlers  on  the  south  branch  of  the  River  Saskatche- 
wan, in  the  vicinity  of  the  parish  of  St.  Lain-ent,  have  taken  up  their  l.inds  pre- 
vi<tus  to  the  survey  with  narrow  fn.iitages,  similar  to  those  river  claims  in  other 
parts  of  this  district  ;  and  in  view  of  the  ditHculty  likely  to  bo  experienced  in 
this  office  in  adjusting  the  boundaries  of  these  claims  in  accordance  with  the 
section  sui'voy,  I  have,  at  the  recpiest  «»f  several  settlors  so  situated,  tho  honor 
to  recjuest  information  as  to  tho  possibility  of  re-surveying  these  sections  into 
river  h)ts  on  a  similar  plan  to  that  adoj)ted  in  Prince  Albert  settlement,  none  of 
these  claims  having  as  yet  been  entered  in  this  otiice. 

I  have  the  honor  to  be,  Sir,  your  obedient  servant, 

.  GEO.  DUCK,  Agent  Dom.  Lands. 
Surveyor  General  Dominion  Lantls. 


!' 


DkI'ARTMENT  of  the  IlNTPnilOR, 

Sir,—  Ottawa,  21st  September,  1882. 

I  have  the  honor,  by  direction  of  tho  Minister  of  the  Interior,  to  acknow- 
ledge the  receipt  of  your  letter  of  tho  11th  March  last,  stating  that  you  had  boon 
recpiested  by  several  of  the  settlers  in  tho  vicinity  of  tho  ])arish  of  St.  Laurent 
to  obtain  information  from  tho  Dejiartment  as  to  tho  j)ossibility  of  there  being 
a  re-survey  (»f  their  claims  by  the  (iovernment,  and  to  inform  you  that  it  is  not 
the  intention  of  tho  Government  to  cause  any  re-survey  to  be  made.  Of  course, 
any  sub-division  differing  from  the  regular  survey  they  may  desire,  they  can 
procure  for  themselves  Avhen  tho  lands  come  into  their  possession.  You  will 
please,  therefore,  communicate  this  decisi»)n  to  tho  persons  interested. 
I  have  tho  honor  to  bo.  Sir,  your  obedient  servant, 

A.  M.  BURGESS.  Secretary. 
Geo.  Duck,  Esq.,  Agent  Dominion  Lands,  Prince  Albert,  N.W.T. 

(a)  Write  a  precis  of  the  foregoing  letters. 

(b)  What  is  tho  use  of  a  precis  of  olHcial  correspondence  ? 

*The  in.irKin  ia  loft  for  tlie  itisci-tion  of  anvtliisi'^  ini|K)rt;iiit  that  may  liavc  l)cen  omitted  at  the 
time  of  writing  the  j)rtcis. 
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INDEXING. 

Indexing,  in  a  general  sense,  includes  the  various  means  used  by  uccounUints 
and  otherB  to  facilitate  reference  to  documents  or  entries. 

This  subject  may  convenientl}'  bo  treated  under  tlio  following  headings  : 

(1)  Indexing  correspondence  in  tabular  fonu. 

(2)  Indexing  letters  received. 

(3)  Indexing  letters  sent. 

(4)  Indexing  bills,  invoices,  &c. 

INDEXING  CORRESPONDENCE  IN   j?ABUIjAR  FORM. 

By  this  kind  of  indexing  wo  mean  tho  ta])ular  enumeration  in  consecutive 
order  of  a  series  of  letters,  giving  their  dates  and  the  names  of  tho  corres- 
pondents, as  well  as  a  brief  indication  of  tho  main  subject  of  each  letter. 

Tho  st^udent  will  observe  that  in  an  ordinary  Index  tliere  is  just  sufticient 
shewn  to  identify  each  letter.  Sometimes  a  I'recis  is  not  recpiired  ;  in  such 
case,  tlie  Index  should  givo  tho  substiinco  of  tho  correspondence  in  a  c<»n- 
densed  form. 

Wo  would  remind  tho  student  that  he  should  become  acciuainted  with  tho 
facts  contained  in  a  letter  or  series  of  letters  l)efore  attempting  either  a  precis 
or  index  of  the  siime. 

EXAMPLE. 
Ifule.v  for  Exercise  IV.  on  page  ISS. 


ed  at  the 


No. 

Date. 

From  and  To  Whom. 

S1B.1KCT. 

1 

1SS2 
March  H 

Fvo^ii  Mr.  Geo.  Duck  to  Mr. 
A.  M.  Jito-ycas. 

J?c<ji(i'.^thiff  in/orrnaiion  in  regard  to 
re-.survvt/iiiij  river  clahn.<i  on  the  south 
hraiich  of  the  Saskatchewan. 

0 

Sept.  2t 

Mr.  A.  M.  BurijcHH  to  Mr. 
Geo.  Duck. 

Staling  that  a  re-survey  is  not  to  be 
made. 
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EXERCISE]    I. 

/;.  //.  //.(//  h,  A.  I:,  diimm. 

Mkai>svim,k,  Aug.  Jl,  1875. 
Pkak  Sir,— 

As  I  sbite<l  to  ydu  imiiKMliHtoly  ;ift(?r  your  (iltH'tiuu  tlmt  thoro  was  no  oflicn 
vvhicli  [  (U'siri'tl  eilluT  for  myself  or  any  frittntl,  I  luivo  Imd  iio  occusiou  to  writu 
to  you  in  n^gurd  to  such  iiuittrrs.  TIuto  is  a  iiuittt-r  now,  liowuvi'r,  that  con 
cerns  you  jK-isonally,  and  in  which  I  fed  that  I  discern  your  interest  so  plainly 
that  I  take  the  lilteity  to  write  to  you  with  reference  to  it.  1  do  tliis  with  less 
hesitation,  hccause  you  di«l  mo  thu  honor,  after  your  election,  to  conflde  to  mo 
pretty  fully  yoiu*  views.  In  tho  present  disturbed  stato  of  the  public  mind 
concerning;  the  recent  gold  combination,  is  it  not  tho  (piickest  and  surest  way 
to  set  at  rest  the  great  excitement  and  uneasiness  which  prevail,  for  you  to 
make  a  b' ief  denial  over  your  own  signaturo  of  all  foreknowledgo  of  that  com- 
bination in  order  to  ri-lievo  yourself  ent'rely  from  all  responsibility  for  tho  acts 
of  others  <  Of  course,  thoso  who  know  you  ]»ersonally  do  not  recpiiro  such  a 
ilisclainior ;  })ut  tho  great  jtublic,  whoso  nnnds  aro  liablo  to  bo  war|)ed  Ity  the 
determined  and  j)ersistent  ellorts  to  injtu'o  you,  will  be,  it  suums  to  mo,  at  oncb 
satistiod  and  (quieted  Ity  such  a  stutumoat. 

Sincoroly  yours, 

A.  11.  GiusoN.  E.  H.  HALL. 


A.  n.  (ilhsun  fo  E.  11.  Hall. 

Hillside,  Aug.  25),  1875. 

Deau  Sir,— 

Your  favor  of  tho  11th  inst.  is  received.  I  have  never  thought  of  contra- 
dicting statements  or  insinuations  made  against  mo  by  irresponsible  parties,  such 
as  those  alhuled  to  in  your  letter  ;  l)tit  as  you  have  written  to  mo  on  the  subject 
in  so  kind  a  spirit,  1  will  say  that  I  had  no  nioro  to  do  with  the  lato  gold  excite- 
ment than  yourself,  or  any  other  innocent  party,  except  that  I  ordered  the 
sjile  of  gold  to  break  tho  ring  engaged,  as  I  thought,  in  a  most  disre[)utablo 
transiiction.  If  tho  sj)eculators  had  been  successful,  you  would  never  have 
heard  of  any  tnio  connected  with  the  administration  as  being  connected  with 
the  transaction. 

Yours  truly, 

E.  H.  Hall,  Esq.  A.  R.  GIBSON. 

(a)  Make  an  index  of  tho  letters  given  above. 
(It)  What  is  tho  object  of  indexing  letters. 
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EXAMPLE. 
Jn(/r.v  for  K.V(Uiii>lr  on-  J'((^r  /.S7>. 
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Infunninij  Iiini  that  it  n-mtld. 

INDEXING   LETTERS    RECEIVED. 

Tlicro  are  various  incthods  of  arranging  letters  which  are  received,  each 
having  its  own  peculiar  advantages  and  disadvantages.  It  is  difficult  to  say 
which  is  the  best,  for  the  reason  that  the  retiuireinents  of  one  office  might  l)e 
fully  met  by  a  system  of  indexing  which  woidd  prove  altogether  unsuital>lo  for 
another  ofhce.  Although  this  is  the  case,  tliero  is  no  difference  in  regard  to 
the  ultimate  object  in  view,  viz.,  that  any  jiarticular  document  may  be  referred 
to  in  the  shortest  time  possible. 

In  deciding  on  the  plan  to  be  adopted,  the  ])rincipal  things  to  bo  considered 
are  the  extent  and  character  of  the  corrtispondence,  and  the  cost  of  the  neces- 
sary apparatus,  such  as  tiling  cabinets,  binding  cases,  tVc. 

We  shall  endeavor  to  describe  a  method  that  does  comparatively  well  for  a 
business  requiring  only  a  limited  correspondence. 

Suppose  that  the  office  is  provided  with  a  case  having  about  forty  boxes  or 
pigeon-holes  suitable  for  holding  letters  and  other  documents.  To  prepare  it 
for  use  it  is  necessary  to  lal)el  twenty-six*  of  these  boxes  with  the  letters  of  the 
alphabet  respectively,  and  that  in  order,  tlie  first  being  marked  A,  the  second 
B,  &c.  Six  pieces  of  ordinary  card-l)oard  marked  A,  E,  I,  (),  U,  and  Y,  respec- 
tively, and  arranged  in  the  order  in  which  the  vowels  are  here  given,  will  be 
placed  in  each  box.  When  a  letter  from  .b)hn  Smith,  for  example,  is  answered 
(if  an  answer  is  required),  it  is  placed  in  the  box  lal)e!led  S,  and  iunnediately 
above  the  card  having  I  at  its  out.sido  extremity  which  projects  sufficiently 
to  allow  the  vowel  on  it  to  ])e  seen.  A  counnunicatiim  from  .lames  .lohnscm 
is  placed  in  the  box  labelled  J,  and  just  ab(»ve  the  card  which  has  O  on  it. 
From  these  examples  the  student  will,  no  doubt,  ob.serve  that  the  letter   of 

'"  The  remaining  boxes  will  be  used  for  letters  which  are  to  be  answered,  bills,  invoices,  receipts,  &c. 
These,  also,  will  be  labelled. 
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tlu)  Hl|iliHlutb  (liHtiii)4uiriliit)i{  h  pnt'ticuliir  Itux,  '\h  tliu  iiiitiul  Ii>ttt'r  of  t.liu  siirnAtne 
of  uvi!ry  corntspiiinluiib  wIiiimd  Icltttrs  tut!  plHci;<l  in  it.  Ilu  will  also  imtici)  th)>t 
tho  vowrl  iii>irkii)<{  thu  viml  iiiiiiUMliiiti^ly  luilow  u  itHi'ticiilur  luttur  iigi-DUM  with 
that  of  thu  iir.st  Hyllulilu  of  tho  KurnHiiiu  of  tho  corriisiioMdent. 

Tho  diito  on  vliifh  a  httur  in  n'ftsivutl  nhouUl  ho  stniiipiid  or  written  on  it  as 
Hoon  aH  it  coiiitiH  to  hand.  When  Hiis  ih  <1onu  it  in  placud  in  n  hox  hihulleU 
"  litstturH,"  whoro  it  ri'iimins  until  it  is  answiTod. 

Tho  ])ii>^o  nnd  nunduir  of  tlio  licltcr  Hook  contaiin'n^  tlio  answer  to  a  letter, 
an  well  as  the  date  of  answering  it,  slmuld  ho  jtlaced  on  it  near  tho  top. 

Tlie  letterH  nseeived  from  tho  winio  person  should  ho  arranged  in  tho  order  of 
their  dates. 

When  a  considerahlo  ninnher  of  letters  is  rocoivod  from  n  person  or  firm,  a 
Kuparate  box  shouhl  hu  used  for  them. 

At  tho  end  of  each  year  or  half-year,  as  necessity  may  re(pn're,  tho  letters  will 
ho  tukttn  out  of  the  fntxes,  and  tied  up  in  Itundles  or  put  into  ch>sed  binding 
eases  for  the  jmrposo  They  should  l»o  alphabetieally  arranged  as  before,  an»l 
tho  packages  should  bo  lal)elled  so  as  to  shew  tho  opening  and  closing  dates  of 
tho  period  during  which  they  wore  received. 

INDEXING   LETTERS    SENT. 

When  a  ])erson  writes  a  business  letter  of  any  importance,  ho  should,  before 
sending  it  away,  tjvko  an  iniitression  of  it  in  his  Letter  Jiook,  which  being  paged, 
nuiy  havo  un  index  like  that  of  a  h'dger. 

Letter  Books  should  be  numbered  1,  2,  3,  Sec,  and  as  thoy  become  filled,  the 
opening  and  closing  dates  of  tho  period  for  which  each  was  used  shoidd  be 
written  on  tho  liack  of  it. 

When  a  letter  reipiiros  an  answer,  it  will  bo  found  convenient  to  give  the 
correspondent  the  jwigo  and  number  of  the  Letter  LJook  containing  tho  copy,  so 
that  ho  may  refer  to  it  in  his  reply. 

INDEXING  BlljIiS  INVOICES,  &c. 

Bills,  Invoices,  »^'c.,  as  soon  as  examined,  (if  found  correct,)  are  placed  into 
labelled  boxes  or  drawers,  l»eing  arranged  in  alphabeticjil  order.  At  the  end  of 
each  numth  they  are  taken  out,  folded  neatly,  and  enclosed  in  wrappers,  marked 
as  indicated  below  : — 


^ 


^ 

^ 

*          -^ 

.^  ::§• 

2         ^ 

►:;  S  6» 

<;          s 

«*^ 

^ 

SS 

*i 

*  The  wrapper. 
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At  tlio  I'lnl  (if  tlio  yoJir,  tlu;  Invoicos  for  tho  dillbront  inontlis  fini  !in;iiigod  in 
ordor,  after  which  they  nro  tiod  up,  and  tho  package  is  hibollod.  Bills,  receipts. 
Sic,  are  treated  in  similar  manner. 

When  a  largo  business  is  done,  it  is  very  convenient  to  uso  j)roporly  con- 
structed tiles  and  binding  cases. 


CHAPTER  IV.-REviEw. 

EXERCISE    I. 
GOVEUNMKNT  IloUSE, 

Battlefokd,  N.W.T.,  13th  Feb.,  1878. 
Sir, — 

I  have  the  honor  to  transmit  herewith  a  petition  of  certain  half-l)reeds  of  St. 
Ljiurent  relating  to  several  matters  atlecting  their  interests  in  this  country. 

Though  tho  petition  is  addressed  to  the  Lieutenant-CIovernor  of  tho  North- 
West  Territories,  yet  as  it  refers  to  (questions  for  the  most  jKut  wholly  under 
tite  control  of  tho  Dominion  Parliament  and  (Jovernment,  I  aui  reciuested  to 
forward  it  to  His  Excellency  the  Governor-(iuneral  in  Coiuicil. 

I  hope  yon  will  have  the  goodness,  at  an  early  day,  to  lay  it  before  His 
Excellency  in  Council. 
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'  The  wrapper. 
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Should  it  bo  tlie  intention  of  the  Govennnont  to  jippoint  any  nJclitional  mem- 
bers to  the  Council  of  the  North- West  Territories,  the  prayer  of  the  petitioners, 
that  sucli  should  be  selected  from  the  oM  residents  of  the  country,  is  well 
worthy  of  considerationo 

It  is  iiiiportiint  that  the  land  j)olicy  of  the  Government  towards  old  settlers 
and  others  living  for  many  years  in  the  Territories  should  be  declared.  Jt 
appears  to  me  that  they  have  a  claim  to  some  more  speedy  ineans  of  acquiring 
a  title  for  settlement  purposes  than  the  lu)mestead  ])rovisions  of  the  Dominion 
Lands  Act. 

To  prevent  disjnites  between  neighbors,  it  is  highly  desirable  that  the  sui-vey 
of  lands  settled  upon  along  the  principal  rivers  should  be  prosecuted  with  all 
convenient  speed. 

With  respect  to  the  prayer  for  assistance  in  procuring  seeds  and  implements 
to  connuence  farming  operations,  it  is  siuular  to  the  re(iu('st  made  to  me  by 
the  l.df-breeds  of  Bow  liiver  during  the  Blackfeet  Treaty  negotiations,  and 
which  I  forwarded  to  you  and  commended  to  the  favorable  ctmsideratiou  of  the 
Government. 

I  liave  the  honor  to  be,  Sir,  your  obedient  servant, 

DAVID  LAIRD, 

Lientcnant-Govenwr  of  the  North-  West  Territories. 

Hon.  the  Minister  of  the  Interior,  Ottawa. 


Department  of  tifk  Inteuioh, 
Sir,—  Ottawa,  18th  March,  1878. 

I  have  the  honor  to  acknowledge  the  receipt  of  your  dcsjiatch,  No.  47,  of  the- 
13th  ultimo,  oovoring  a  i)etition  addressed  to  you  by  certain  half-breeds  of  the 
parish  of  St.  Laurent,  relating  to  several  matters  ali'ecting  the  interest  of  the 
half-breeds  in  the  North- West. 

2.  You  are  recpiested  to  inform  the  petitioners  that  I  shall  have  much  pleasure 
in  submitting  their  petition  for  the  consideration  of  His  Excellency  the  Governor 
General  in  Council. 

3.  In  the  meantime  you  may  intimate  to  the  petitioners  that  should  it  be 
thought  desirable  to  appoint  addition;  i  members  to  the  Council  of  the  North- 
West,  1  shall  be  prepared  to  recommend  to  His  Excellency's  consideration  their 
application  that  such  members  should  be  selected  from  tlie  old  residents  in  the 
Territories,  and  tliat,  if  possible,  one  of  them  should  be  of  French  Canadian  origin. 

4.  The  propriety  of  passing  an  Act  to  secure  for  the  half-breeds  some  more 
speedy  means  of  accpiiring  a  title  for  settlement  purposes  than  under  the  j)ro- 
visions  of  the  present  Homestead  and  Donunion  Lands  Act  has  for  some  time 
past  engaged  my  attention. 

5.  As  regards  the  rpplication  of  the  petitioners  for  an  early  survey  of  the 
settled  lands  ah)ng  the  principal  rivers,  I  have  to  request  you  to  inform  the 
petitioners  tliat  the  surveys  of  such  lands  has  already  been  carried  out  to  some 
extent,  and  Avill  be  prosecuted  as  rapidly  as  the  funds  at  the  disposal  of  the 
Department  will  permit. 

(\.  The  application  of  the  petitioners  to  be  aided  by  the  Government  with  seed 
and  agricultural  implements  in  their  farming  operations,  I  confess  I  am  not 
disposed  to  view  favorably,  I  don't  see  upon  what  grounds  the  half-breeds  can 
claim  to  be  tri-ated  diti'erently  from  the  white  settlers  in  the  Territories. 
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T.  The  half-breeds  wlio  liave,  in  some  respects,  the  advantage  over  new 
settlers  in  the  Territories,  should  be  imitresscd  with  the  necessity  of  setthng 
down  in  lived  locaHties,  and  directing  their  energies  toward  pastoral  or  agricul- 
tni'al  pursuits,  in  which  case  lauds  would  no  doubt  be  assigned  to  them  in  the 
same  way  as  to  white  settlers.  l?ut  beyond  this  they  must  not  look  to  the 
(n)vernuient  for  any  special  assistance  in  their  farming  operations. 

8.  The  petitioners  are  in  error  in  supposing  that  the  Government  has  given 
seeds  or  farming  iuqdements  to  any  other  class  of  white  settlers  in  the  North- 
West. 

9.  Mt)ney  has  been  advanced  in  some  cases  to  certain  settlers  on  the  distinct 
understanding  that  it  would  be  rejiaid  to  the  Goveruuient  by  the  ])arties  to 
whom  it  was  advanced.  I  may  add  that  the  result  of  this  experiment  has  not 
been  such  as  to  induce  the  Goveruuient  to  repeat  it. 

I  have  the  honor  to  be,  Sir,  your  obedient  servant, 

DAVID  MILLS, 

His  Honor  the  Lieut. -Governor  of  the  North-l  Minister  of  the  Interior. 

West  Territories,  IJattleford,  N.W.T.  j 

((()  Note  the  important  points  in  the  foregoing. 

(6)  Write  a  precis  of  it. 

(c)  Index  it.  

EXERCISE  IL 

J.  W.  Kaine  to  James  Bnrnaby, 
Sir,—  Gresham,  Jan.  G,  18G7. 

You  thought  pro]ier  to  publish  in  your  paper  of  the  27th  of  November  a  com- 
mmiication,  in  which  I  was  gratuitously  and  unjustly  assailed  by  Dr.  Belligerent, 
who,  in  the  very  i)iece,  declared  that  he  was  not  responsible  under  the  laws  of 
honor,  and  argued  that  editors  of  u<  vxpapers  xovre  more  accountable  for  ivhat  then 
jyiOtlished  tJnoi  the  vritcrs  of  tlmr  ortirU's.  In  deference  to  the  ])revailing  senti- 
ment of  the  comminiity  against  further  strife,  and  in  ho{)e  that  you  also  would 
forbear  additional  wrong,  I  let  this  pass,  and  published  an  exphination  and 
defence,  in  which  I  denied  the  facts  as  false  inferences  alleged  against  me.  You 
also  published  in  a  subsetpient  couununication,  on  the  1st  of  January,  from  the 
siime  irresjionsible  source,  a  reiteration  of  the  offensive  and  insulting  imj)iita- 
ti(ms  previously  made  against  lue,  with  .'idditional  remarks  more  otlensive  than 
any  already  published,  and  this  in  the  teeth  of  my  published  statement.  You 
have  thuK  made  yourself  responsible  for  the  articles,  and  have  left  mo  no  other 
alternative  than  to  meet  the  responsibility  you  have  assumed.  1  am  inider  the 
necessity  of  reciuesting  that  you  make  a  suitable  amende  to  me  for  the  injury 
you  have  done  me. 

Your  obedient  ser^'ant, 

James  Burnaby,  Esq.  J.  W.  KAINE. 


James  Barnaliy  to  J.  W.  Kaine. 
Sir,—  *  EsKi>ALE,  Jan.  7,  1867. 

Your  note  of  the  ()th  instant  was  handed  to  me  by  Mr.  Wade,  and  has  received 
the  earliest  attention  consistent  with  my  engagements.     It  does  not  appear, 
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from  the  tenor  of  your  note,  what  ntonenient  it  is  in  my  power  to  render  yo«. 
If  it  will  consist  in  disclainiing  any  purpose  on  my  part  of  wounding  your  feel- 
ings, or  of  injuring  your  character,  you  will  confer  a  favor  by  stating  the  terms 
in  which  such  a  disclaimer  would  be  agreeable,  and  I  can  scarcely  apprehend 
the  possibility  of  not  being  able  to  make  it  in  accordance  with  your  wishes. 

llespectfully  yours, 
J.  W.  Kaine,  Esq.  JAMES  BURNABY. 

J.  W.  Kaine  to  James  Bwnaby. 

Gresham,  Jan.  8,  1867. 
Sir, — 

I  take  pleasure  in  expressing  my  gratification  at  your  disposition  to  disclaim 
any  purpose  of  wounding  my  feelings  or  injuring  my  ciiaracter  by  the  pub- 
licaticm  of  the  co'nmunication  alluded  to  in  my  note.  You  desire  me  to  state 
what  atonement  or  disclaimer  would  be  agreeable.  I  can  but  presume  that  your 
reHectioii  has  sliewn  you  that,  ia  ])ublishing  the  articles  of  Dr.  Belligerent,  in 
view  of  his  decLuod  non-amenability,  and  of  my  being  a  private  citizen,  and  of 
the  fact  that  I  had  not  assailed  him  through  your  columns,  you  have  inflicted, 
in  fact,  a  wound  upon  my  feelings  and  an  injury  upon  my  character,  and  that 
you  have  become  unavoidably  responsible  for  this  wrong.  Your  candor  will, 
therefore,  no  doubt,  induce  you  to  perceive  the  wrong,  and  to  express  regret 
for  the  c(msequences  which  have  ensued  from  your  acts. 

Very  respectfully, 
James  Burnaby,  Esq.  J.  W.  KAINE, 

James  Biimaby  to  J.  W.  Kaine. 

EsKDALE,  Jan.  8,  1867. 

Sir, — 

Your  note  of  to-day  has  been  received.  In  permitting  the  appearance,  in  the 
colunnis  of  the  standard,  of  the  articles  referred  to,  I  certainly  had  no  inten- 
tion to  injiu-e  or  to  offend  any  one  ;  and  I  readily  acknowledge  my  regret 
that  any  wound  was  thereby  occasioned  to  your  feelings,  or  any  injury  to  your 
character. 

llespectfully  yours, 

J.  \V.  Kainb.  JAMES  BURNABY. 


J.  W.  Kaine  to  James  Buncahy. 

James  Burnaby,  Esq.  :  Gresham,  Jan.  8,  1867. 

Sir, — 

It  gives  me  pleasure  to  state  that  your  note  of  to-day  has  been  received,  and 
is  satisfactory. 

Very  respectfully, 

J.  W.  KAINE. 
(a)  Note  the  important  points  of  the  correspondence  given  above. 
(6)  Write  a  precis  of  it. 
(c)  Make  an  index  of  it. 
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EXERCISE   III. 

Swift  Current,  14th  May,  1876. 

GSNTLEMEN, 

Permit  me  to  ask  your  opinion  in  regard  to  a  matter  in  connection  with  my 
occupancy  of  Lot  107,  Concession  24,  Township  of  Cromarty.  1'liis  lot  being 
unclaimed,  unoccupied,  and  but  little  improved,  was  taken  charge  of  by  me  al)out 
five  years  ago,  at  which  time  I  made  an  attempt  to  get  a  patent  from  the  Depart- 
ment, but  failed  to  do  so  on  account  of  a  claim  made  by  Mr,  H.  C.  Burdett.  In 
the  meantime  I  have  made  considerable  imi)rovements,  having  erected  a  good  log 
house  and  a  frame  ' ""rn.  I  h.ave  also  cleared  twenty-Hve  acres,  which  is  now  in 
a  fairly  good  state  of  cultivatit)n.  It  is  my  desire  to  purchase.  Do  you  think 
that  I  have  a  claim  that  will  be  acknowledged  by  the  Department?  If  so,  what 
steps  will  be  necessary  for  me  to  take  to  secure  a  clear  title.  Please  let  me  hear 
from  you  at  once,  for  I  wish  to  push  the  aH'air,  believing  as  I  do  that  any  other 
claim  than  mine  against  the  lot  is  forfeited  for  nuu-performance  of  settlement 
duties. 

Yours  truly, 

Amos  &  Cttmmings,  G.  A.  CHAMBERS. 

Bai-risters,  &c.,  Saratoga. 


Saratoga,  23rd  May,  1876. 


G.  A.  Chambers,  Esq., 

Swift  Current. 
Dear  Sir, — 

We  beg  leave  to  acknowledge  the  receipt  of  your  favor  of  the  IfJth  inst. 
Not  having  sutHcient  infcjrmation  in  regard  to  the  claim  against  the  lot  in  (piestion, 
we  are  not  in  a  position  to  give  you  a  satisfactory  reply  ;  but  we  shall  at  once 
communicate  with  the  Conunissioner  of  Crown  Lauds,  so  as  to  know  exactly  how 
matters  stand.  As  soon  as  we  are  in  possession  of  the  necessary  facts  wo  shall 
write  you. 

Yours,  &c., 

AMOS  &  CUMMINGS. 


Saratoga,  29th  May,  1876. 


G.  A.  Chambers,  Esq., 

Swift  Current. 
Dear  Sir, — 

In  regard  to  your  letter  of  the  16th  inst.,  representing  that  you  went  into 
occupation  of  Lot  107,  Concession  24,  Township  of  Cromarty,  about  five  years 
ago,  and  that  you  have  since  made  improvements  on  the  same,  we  beg  leave  to 
state  that  we  have  written  to  the  Commissioner  of  Crown  Lands,  and  have 
received  a  reply,  informing  us  that  in  August,  1871,  you  made  an  ap])licati()n 
through  D.  C.  Campbell  to  purchase  the  lot,  with  the  view  of  making  improve- 
ments therecm,  that  it  was  unsuccessfid,  and  that  you  were  tlieu  notiHed  of  the 
claim  of  Mr.  H.  C.  Burdett,  the  original  purchaser.  Considering  this,  and  also 
the  fact  that  in  stating  your  case  you  made  no  eHbrt  to  shew  that  you  were  the 
only  occupant,  or  the  only  one  having  a  claim  based  on  occupation  or  improve- 
ments during  the  last  five  years,  we  can  come  to  no  other  concihu  !on  than  that 
the  Department  would  not  consider  you  entitled  to  any  consideration  on  account 
of  your  present  unauthorized  occupancy  of  the  lot.     \Ve  remain, 

Yours  respectfully, 

AMOS  &  CUMMINGS. 
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Swift  Current,  6fch  June,  1876. 
Gentlemen, — 

Permit  mo  to  acknowledg'e  yoxir  favor  of  the  2nth  ult.,  in  which  you  ex- 
press the  opinion  that  tlie  Def»artmeiic  would  not  consider  me  entitled  to  any 
consideration  on  account  of  my  occupancy  of  Lot  No.  107,  Concession  24,  Cro- 
marty. As  I  did  not,  in  my  former  letter,  give  full  [jarticulars,  I  beg  leave  here 
to  stjite  that  I  have  been  the  only  occupant  during  the  last  five  years  and  that  I 
have  made  the  only  improvements  worth  mentioning  on  the  lot.  I  may  say, 
further  (and  I  am  pi'cpared  to  prove  all  my  statements),  that  Mr.  Burdett,  who 
appears  to  be  the  original  purchaser,  left  this  country  twelve  years  ago,  and 
that  the  only  work  he  did  or  caused  to  be  done  on  the  lot,  was  the  clearing  of 
something  less  than  one  acre.  Now  that  you  have  this  additional  information, 
please  submit  the  matter  again  to  the  Commissioner,  and  oblige, 

Yours  truly, 

Amos  &  Cummings,  G.  A.  CHAMBERS. 

Barristers,  &c.,  Saratoga. 

Saratoga,  15th  June,  1876. 
Dear  Sir, — 

We  have  to  acknowledge  your  favor  of  the  5th  inst. ,  giving  further  par- 
ticulars in  regard  to  the  lot  to  which  you  lay  claim,  and  asking  us  to  submit 
your  case  to  the  Commissioner.  We  did  as  you  recjuested,  and  receive«l  a  re- 
ply informing  us  that  jm)U  had  no  riglit  to  occupy  the  lot,  and  that  you  are 
not  entitled  to  any  consideration  on  account  of  doing  so.  We  are  fui'ther 
informed  that  Mr.  Duncan  has  a  claim  based  on  a  Tax  title  ;  but  we  are  of 
opinion  that  it  will  not  present  much  difficulty  if  you  can  satisfy  tlic  Department 
that  the  Tax  purchaser  made  no  effort  to  improve  the  projierty.  Tax  pur- 
chasers should  be  called  upon  to  occu[)y  within  a  reasimable  time,  otherwise  the 
imprcvement  of  the  country  might  be  retarded  in  the  interest  of  si)eculators  to 
an  unlimited  extent.  In  our  opinion,  the  best  thing  for  you  to  do  is  to  lay  the 
whole  matter  before  the  Minister.  State  the  case  very  fully,  but  in  doing  so 
submit  nothing  but  that  which  you  are  prepared  to  substantiate.     We  remain, 

Yours  respectfully, 

AMOS  &  CUMMINGS. 

(a)  Write  a  precis  of  the  foregoing  letters,  and  index  them. 
(6)  What  is  the  use  of  a  Letter  Book  ?     Explain  fully. 


EXERCISE    IV. 

Highgate,  January  1st,  1876. 
The  Hon.  the  Attorney  General, 

Hornsey. 
Sir, — 

I  beg  leJive  to  inform  you  that  the  Municipal  Council  of  the  Township  of 
Blank  passed,  on  the  15th  ultimo,  a  By-Law  appropriating  the  amount  due  to 
the  township  from  the  Municipal  Loan  Fund.  Please  let  me  know  what  steps 
must  be  taken  in  order  to  liave  the  By-Law  carried  into  etlect,  and  oblige, 

Yoiu"  ubudient  servant, 

AUGUSTUS  SNODGRASS. 


INDEXINO. 
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g,B IIoRXSET,  January  5,  1876. 

I  hare  the  honor  to  acknowledge  your  favor  of  the  1st  inst,  addressed  to  the 
Attorney  General.  Upon  a  by-law  being  passed  by  your  Municipal  Council,  ap- 
portioning their  Loan  moneys,  a  copy  should  be  at  once  forwarded  to  the  Pro- 
vincial Treasurer,  properly  certified.  This  being  done,  it  will,  at  as  early  a  date 
as  possible,  be  submitted  to  the  Lieutenant  Governor  for  approval.  If  there  are 
any  Separate  Schools  in  the  township,  the  provisions  of  the  Act  in  regard  to 
them  must  be  observed ;  and  in  such  case  it  might  facilitate  the  approval  of  the 
by-law,  if  with  the  copy  you  would  send  a  memorandum  signed  by  the  Separate 
School  Tru'-tees,  stating  that  they  are  satisfied  that  the  by-law  grants  to  thera 
their  just  share  as  prescribed  by  the  Act.  The  Treasury  Department  will,  when 
informing  you  that  the  by-law  has  been  approved,  send  forms  of  certificates,  upon 
which  the  money  will  be  paid.  Such  sums  as  may  be  applicable  in  payment  of 
debentures,  will  be  paid  upon  the  debentures  being  forwarded  to  the  Treasury 
Department.  Yours  respectfully, 

Augustus  Snodgrass,  E^q.,  TKACY  TUPMAN. 

Uighgate. 
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The  Hon.  the  Provincial  Treasurkr,  HionoAiE,  January  10,  1870. 

Camberwell. 
Sir,— 

Herewith  I  enclose  a  certified  copy  of  By-Law  passed  by  the  Municipal 
Council  of  the  Township  of  Blank,  appropriating  the  amount  o',-ing  to  the  town- 
ship from  the  Municipal  Loan  l^itid.  Tliere  are  no  Separate  Schools  in  the  town- 
ship. Some  of  the  sections  are  1  .lilding  new  school  houses  this  year,  and  there- 
fore want  the  money  as  soon  as  the  by-law  is  approved.  Please  forward  the 
necessary  certificates,  so  that  the  sections  needing  the  money  immediately  may 
avail  themselves  of  it  i  am,  your  obedient  servant, 

AUGUSTUS  SNODGRASS. 


Augustus  Snodokass,  Esq.,  Camiiekwell,  January  14,  1876. 

Highgate. 
Sir,— 

I  have  the  honor  to  acknowledge  the  receipt  of  your  letter  of  the  10th  inst , 
accompanied  by  a  certified  copy  of  By-Law  passed  by  the  Municipal  Council  of 
the  Township  of  Blank.  Ptrmit  me  to  inform  you  that  the  by-law  will  be  sub- 
milted  for  the  approval  of  His  K.xceUency  as  .soon  as  possible.  Some  days,  how- 
ever, must  elapse  as  a  large  batch  of  by-laws  was  sent  for  appioval  yesterday, 
and  yours  is  the  only  one  now  on  hand.  On  e.\aminirig  ihe  by-law,  I  find  Ihal 
you  appropriated  the  sum  of  $10,309  97,  the  correct  amount  being  |10,524, 
arrived  at  as  follows : — 

Population  allowance .$7328  00 

Railway  allowance  over  indebtt'diiosa 2841  97 

Thirteea  mouths'  interest  ucciuod 154  03 

$10o24  00 
The  difference  arises  from  interest  not  having  been  calculated  in  the  circular 
firsJ  sent;  but  this  was  corrected  by  one  sent  subsequently,  which,  in  all  proba- 
bility, did  not  leacli  you.  i  remain,  yours  respectfully, 

SAMUKL  PICKWICK. 
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HiGUQATE,  January  20,  1879. 
'I'uB  Hon.  the  Provincial  Tkeasdrer, 

Camberwell. 
Sib,— 

I  beg  leave  to  acknowledge  your  fnvor  of  the  14th  instant  In  it  you  state 
that  there  is  due  to  the  Township  of  Blank  $154  03  of  accrued  interest,  which 
was  not  mentioned  in  the  circular  sent  by  the  Department.  The  corrected  cir- 
cular was  delayed  somehow,  and  reached  me  only  a  few  days  ago,  the  appropria- 
tion having  been  then  made.  Will  it  be  necessary  for  the  Council  to  pass  another 
by-law  to  receive  the  larger  amounts  as  per  corrected  circular  of  the  29th  ult.  f 
An  early  reply  will  greatly  oblige, 

Your  obedient  servant, 

AUGUSTUS  SNODGRASS. 


Adoustus  Snodgkass,  Esq  ,  Cambekwell,  January  25,  1876. 

llighgate. 
Sib,— 

I  have  the  honor  to  inform  you  that  the  by-law  of  the  Township  of  Blank, 
having  been  submitted  to  his  Excellency  the  Lieutenant-Governor  in  Council, 
has  been  approved.  Enclosed  please  find  blank  certificates.  In  reply  to  your 
letter  of  the  20th  instant,  I  have  to  state  that  it  will  not  be  necessary  to  pass 
another  by-law,  as  the  difference  in  the  amounts  can  be  treated  as  interest.  You 
will  observe  that  the  by-law  does  not  state  to  what  purpose  the  money  is  to  be 
applied  in  the  dillcrent  school  sections  ;  and  consequently  it  will  be  necessu-y  for 
the  certificates  to  specify  the  objects  to  which  the  various  school  trustees  intciid 
to  apply  their  shares  of  the  allowance,  which  objects  must  come  within  ihe 
meaning  of  the  Act  as  amended.  The  amendment  of  this  session  will  enable 
you  to  create  a  school  fund  with  the  money  if  you  choose.     I  remain, 

Yours  respectfully, 

SAMUEL  PICKWICK. 


HiGHGATE,  February  8,  1876. 

The  Hon.  the  Provincial  Treasurer, 

CamberwelL 

Sir,— 

I  have  the  honor  to  acknowledge  your  favor  of  the  25th  ult, ,  by  which  I 
am  informed  that  Certificates  must  specify  the  objects  to  which  the  trustees  of 
School  Sections  intend  to  apply  their  shares  of  the  money  received  from  the 
Muiacipal  Loan  Funds.  I  am  at  a  loss  to  know  how  to  deal  with  Sections 
which  have  built  School  Houses,  and  have  already  paid  the  contractor  in  part. 
In  such  a  case,  shall  I  grant  a  Certificate  for  the  full  amount  of  their  apportion- 
ment, piovided  that  amount  is  less  than  the  cost  of  the  building  ;  or,  shall  I 
grant  a  Certificate  for  the  unpaid  balance  only,  although  such  balance  should  be 
leas  than  the  apportionment  ?     I  remain, 

Your  obedient  servant, 

AUGUSTUS  SNODGRAS& 

(a)  Write  a  precis  of  the  foregoing. 

(6)  Index  them. 

(c)  Shew  how  to  file  away  letters  received. 
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EXERCISE   V. 

Camp,  Gkeat  Okanaoan  Lake,  B.C., 

12th  September,  1877. 
The  Hon.  the  Minister  of  Marine  and  Fisheriks, 

Ottawa. 
Sir, — 

I  have  the  honour  to  acknowledge  receipt  of  enclosures  relating  to  the  con- 
struction of  a  fishing  weir  at  a  point  on  the  Fraser  River,  some  miles  Ijelow  New 
Westminster. 

I  enclose  copies  of  correspondence  on  this  subject,  to  which  I  respectfully 
refer  you. 

At  a  conference  which  I  held  with  the  jirincipal  fishery  proprietors  at  New 
Westminster,  in  the  middle  of  .June,  no  complaint  of  this  structure,  then  in  i)ro- 
gress,  was  made  to  me  ;  and  I  myself  ssiw  no  objectitm  to  the  construction  of  the 
weir,  provided  it  did  not  interfere  witli  navigation,  or  otherwise  violate  the 
general  provisions  of  the  Fishery  Law.  Similar  weirs  were  for  a  time  exclusively, 
and  are  even  now,  I  believe,  partially  employed  upon  the  Columbia  River.  But 
they  were  gradually  abandoned,  as  inefficient,  in  favor  of  the  drift-net,  than 
which,  indeed,  they  are  far  less  destructive. 

On  the  whole,  I  am  of  opinion  that  nmch  causeless  jealousy  of  this  weir, 
built  by  a  man  of  small  means,  who  probably  could  not  afford  tlie  purchase  of 
nets,  has  been  exhibited.  On  the  other  hand,  if,  as  Mr.  Cooper  states,  tlie  exist- 
ence of  the  weir  is  calculated  to  cause  impediment  to  the  navigation  at  some 
future  time,  its  continuance  would  of  course  become  illegal.  Indeed,  tlie  general 
Fishery  Law  itself  provides  for  the  removal  of  the  stakes  at  the  end  of  the  seas<tn. 

On  my  return  to  New  Westminster  I  shall  encjuire  particularly  into  all 
matters  connected  with  the  subject  in  question  and  rejjort  to  you  afterwards. 
Meanwhile,  I  am  happy  to  say  that  the  enormous  shoals  of  fish  that  liave  jiassed 
up  during  the  last  two  months,  will  at  least  have  removed  whatever  ajjprehensions 
the  Fishery  proprietors  maj  have  entertained. 

I  have  the  honor  to  be,  Sir,  your  most  obedient  servant, 

ALEX.  C.  ANDERSON. 

Inspector  of  Fisheries,  B.C. 

Messrs.  Finlayson  &  Lane  Kamloops,  B.C.,  7th  July,  1877 

and  Henry  Holbrook,  E.sq., 

New  Westminster,  B.C. 
Gentlemen, — 

I  received  yesterday  only  your  telegram  of  28th  ult.,  announcing  tiiat  parties 
(not  named)  were  placing  heavy  pile  traps  in  the  river,  obstructing  navigation, 
and  that  you  protest,  Of  course  any  such  proceeding  is  illegal,  and,  on  com- 
plaint before  a  Magistrate,  under  the  general  and  comprehensive  terms  of  tlie 
Fishery  Act,  would  be  interdicted. 

Before  leaving  Victoria,  1  received  an  application  from  a  Mr.  Ibbotson, 
concerning  a  fish-trap  ;  I  enclose  a  copy  of  my  answer,  and  you  will  see  that  I 
guard  specially  against  any  interruption  of  the  navigation,  or  violation  of  the 
observances  usual  on  the  Lower  Fraser  with  regard  to  the  salmon  fishery. 

I  have  the  honor,  &c.,  &c., 

(Signed)        ALEX.  C.  ANDERSON. 

Inspector  of  Fisheries,  B.C. 
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P.S. — With  reference  to  the  general  Rubjcct,  I  trust  that  the  gentlemen 
engaged  in  the  fishery  (as  suggested  by  nio  when  in  New  Westminster)  will  meet 
and  draw  out  some  rules  f)r  by-laws  for  the  conduct  of  the  fishery,  as  their 
experience  may  teach.  Those,  if  sent  to  me,  I  would  forward  officially  to  Ottawa 
for  approval  or  confirmation.  At  the  sjimo  time,  I  could  recommend  the  appoint- 
ment of  a  Warden  or  Overseer  to  watch  that  the  rules  were  cari-ied  out. 

A.  C.  A. 

(Copy  of  Tdetjram.) 
A.  C.  Andkkson, 

Kandoops. 

Parties  are  placing  heavy  pile-traps  in  the  river,  obstructing  navigation. 
Wo  protest. 

FINLAYSON  S:  LANE. 
H.  HOLBROOK. 


A.  C.  Anderson. 


New  Westminstek,  B.C.,  10th  July,  1877. 


Dear  Sir, — 

Colonel  Lane  and  myself  telegraphed  to  you  about  tlio  ti'aps  being  erected 
and  pliiced  in  the  river.  *It  catch's  both  large  and  small,  and  we  think  the 
erection  is  contrary  to  law  ;  but  if  such  is  not  the  case,  we  shall  have  to  i)ut  them 
up  and  allow  no  fish  to  ])ass  up  for  the  Indians.  Several  cai'goes  of  stone  are 
being  brought  from  Nanaimo  to  weight  it — it  is  the  heart  trap. 

We  would  like  to  hear  your  decision  in  the  matter.  There  are  seventy  boats 
fishing  with  nets,  and  we  all  want  fair  play  and  to  start  even.  There  is  trouble 
for  want  of  fishing  regulations  to-day,  at  the  mouth  of  the  rivers,  which  will  be  a 
case  for  the  magistrates,  as  knives  and  pistols  (so  report  says)  Jiave  been  drawn. 

Yours,  &c., 

(Signed)        H.  HOLBROOK. 


a'  '■ 


u 


(Copy) 


Kamloops,  B.C.,  20th  July,  1877. 


The  Hon.  Henry  Holbrook, 

&c.,        &c.,        ttc, 

New  Westminster. 
Dear  Sir, — 

I  have  received  your  letter  of  the  10th  inst.,  having  reference  to  the  joint 
telegram  of  yourself  and  Messrs.  Finlayson  «fc  Lane,  to  which  I  had  already 
replied  on  the  7th  inst. 

By  the  copy  then  sent  of  my  note  to  Mr.  Ibbotson  (whom,  though  not 
named  by  you,  I  assume  to  be  the  oftending  party),  you  will  perceive  that  I 
specially  guard  against  any  interru|)tion  of  the  navigation,  or  action  in  any  way 
violating  the  rules  generally  observed  in  the  conduct  of  the  salmon  fishery  on 
the  Lower  Fraser. 

*N.B.— As  may  be  gathered  from  my  Reports,  &c.,  this  statement,  doubtless  correct  in  itself, 
implies  a  fallacy.  A.C.A. 
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Under  the  showing  made  by  you,  T  nm  decidedly  of  opinion  that  the  trap 
in  question  violates  the  conditions  named,  and  must  hereafter  be  interdicted. 
VV'^hether,  however,  the  offenders  may  not  liave  acted  under  an  erroneous  view  ; 
and  whether,  under  the  circumstances,  it  might  be  well  to  condone  the  error  for 
tlie  present  seascm  only,  with  the  full  understanding  that  the  trap  be  removed 
in  the  autumn,  I  leave  to  you  to  state  to  me. 

I  will  write  to  the  Commissioner  of  Fisheries  on  the  subject,  and  at  the  same 
time  suggest  to  him  the  expediency  of  appointing  a  resident  Warden  at  New 
Westminster,  find  also  (though  less  urgently  required)  at  certain  other  ]M>ints.     j 

I  repeat  to  you  my  recjuest  tliat  you,  and  others  connected  with  the  Fisheries, 
would  meet  as  soon  as  convenient  and  make  such  suggestions  with  regard  to  the 
future  regulations  of  the  Fisheries  as  might  seem  expedient. 

These,  with  my  remarks,  I  would  forward  for  the  consideration  and  sanction 
of  the  Minister  ;  and  in  this  way  nnich  future  trouble  and  uncertainty  would  be 
obviated. 

I  have  the  honor  to  be.  Sir, 

Your  most  obedient  servant, 

(Signed)        ALEX.  C.  ANDEBSON, 

Inspector  of  FisJu'tii's^  B.(J. 

{Copy  of  letter  referred  to.) 

Mr.  John  Ibbotson,  Victokia,  B.C.,  20th  May,  1877. 

New  Westminster,  B.C. 
Sir, — 

With  reference  to  your  letter  of  the  22nd  instant,  I  lose  no  time  in  informing 
you  that  I  can  see  no  objection  to  your  constructing  a  fish-traj)  in  tlie  position 
mentioned  by  you,  provided  it  does  not  interfere  with  the  navigation  of  the 
river,  or  otherwise  violate  the  usual  observances  of  the  salmon  fishery. 

I  have  the  honor  to  be,  Sir,  your  obedient  servant, 

(Signed)         ALEX.  C.  ANDERSON, 

Inspector  of  Fisheries^  li.  C. 
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Department  of  Marine  and  Fisheries, 

Bkitish  Columbia  Agency, 
Hon.  a.  Smith,  Victoria,  17th  July,  1877. 

Deputy  Minister  of  Marine  and  Fisheries. 

Sir, — 

I  have  the  honor  to  forward  the  enclosed  conmiunication  for  the  information 
of  the  Department,  upon  receipt  of  which  I  thought  it  necessary  to  visit  New 
Westminster,  and  inspect  the  structure  complained  of,  particularly  as  it  will  be 
seen  by  Messrs.  H(dbrook  &  Lane's  notes,  that  it  was  represented  as  a  probable 
f)bstruction  to  navigation. 

Mr.  A.  C.  Anderson,  Inspector  of  Fisheries,  had,  I  found,  given  the  pro- 
|)rietor  authority  in  writing  to  construct  tlie  fish-trap  which  extends  about  3()0 
feet  more  or  less  at  right  angles  from  the  left  bank  of  the  river,  five  miles  below 
New  Westminster.  It  is,  however,  upon  a  sand  bar,  and  does  not  in  any  way 
impede  navigaticm  at  present ;  but  the  probabilities  are  that  the  number  of 
]iiles  driven  will  have  a  tendency  to  increase  the  bar,  and  shoal  the  water  in 
that  locality. 
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Tn  conversation  with  the  ])ropriet<)rs  of  otlior  cannnrios,  I  UHcertnined  that 
they  coHHidered  it  nn  illegiil  niuthod  of  cutching  (ish  ;  hut,  if  in  the  ahsenco  nf 
any  law  covering  such  niattor.s  in  the  Proviufo  tiiis  system  was  sanctioned,  thry 
would  all  adopt  thi«  course  if  tlie  traps  in  (juestion  jjroved  a  success. 

I  have  the  honor  to  he,  Sir, 

Your  most  ohedient  sei'vant, 

JAMES  COOPER, 

Agent  Dvpt.  Marine  and  Fisheries,  B.C. 


I 


CAriAiN  CoorKR  :  Nkw  Westminstkr,  0th  July,  1877. 

Dkak  Sir, — 

Will  you  lend  me  a  coi»y  of  the  Canadian  Fisliery  Laws. 

Parties  are  huilding  a  large  trap  of  ]iiles  and  sunk  with  stone  in  the  river  fni 
the  purpose  of  catching  salmon.  It  will  ))rol)ahly  he  an  obstruction  to  navi- 
gation, and,  I  think,  against  the  laws.  Please  let  me  know  what  the  laws  are, 
or  send  me  a  copy,  and  oblige, 

Yours  truly, 

C.  C.  LANE. 
Holbrook  and  self  telegraph  a  protest  to  Mr.  Anderson. 


Captain  Cooper  :  New  Westminster,  10th  July,  1877. 

Dear  Sir, — 

One  of  the  Fisheries  is  putting  up  a  large  salmon  trap.  Messrs.  Lane  and 
the  others  object,  as  we  think  it  against  the  law,  and  will  be  an  impediment  to 
navigation,  for,  if  allowed  to  remain,  we  all  shall  have  to  do  the  same. 

A  number  of  piles  are  driven  into  the  river  ;  the  trap  is  a  large  affair,  built 
of  wood,  and  filled  with  stone  and  sunk.  I  hear  some  vessels  are  about  to  bring 
the  stone  over  from  Nanaimo. 

It  catches  the  fish  both  largo  and  small. 

Wo  can  only  appeal  to  you  to  see  if  it  stops  navigation.  You  ought  to  have 
full  power,  as  Mr.  Anderson  is  away.  We  telegraphed  to  him,  but  no  notice 
has  been  taken. 

There  was  trouble  at  the  mouth  of  the  river  yesterday.  I  suppose  it  will 
come  before  the  magistrates. 

Yours  truly, 

FINLAYSON  &  LANE. 
H.  HOLBROOK. 

(a)  Write  a  precis  of  the  foregoing  correspondence 

(b)  Index  it. 
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SECOND  CLASS  TEACHERS,   1886. 
1.  Give  tho  sense  of  the  following  passage  in  as  few  words  as  possible  : 

That  it  is  hard  to  1)ravo  a  laugh  -  this  is  not  disputed.  That  tliere  is  a  power 
in  sarcasm  which  may  make  tlie  ccmditiou  of  tho  Christian  a  condition  of  jier- 
socution — this  is  not  disputed.  Hut  when  tlio  l)attory  of  jest  and  contempt 
tiiat  is  brought  to  bear  on  him  makes  him  sluink  ashiiiiied  of  his  profession,  wo 
cannot  accept  the  dillicidty  of  the  encounter  as  an  apology  for  his  defeat.  We 
nally  want  terms  m  which  to  express  our  sense  of  the  weakness  and  infatuation 
of  men  who,  quite  aware  that  they  have  right  on  their  side,  and  thoroughly 
persuaded  that  reas(jn  gives  an  unreserved  verdict  in  their  favor,  are  never- 
theless abashed  and  overcome  by  tlie  ridicule  of  some  thouglitless  jester, 
wliose  intellect  they  probably  hold  cheap,  and  whose  gcjod  opinion  they  con- 
sider valueless. 

'.*.  Write  a  precis  of  the  following  document  : 

Office  of  tuk  Pkovincial  "Boaud  of  Health, 

Toronto,  .July  17th,  1882. 
Dear  Doctor,— 

You  may  have  observed  that  the  Provincial  Board  of  Health,  in  common  with 
many  Boards  in  the  United  States,  has  decided  upon  publisliimr  a  Weekly 
Report  of  disease  ju'evailing  in  the  ditierent  ])arts  of  tho  Province,  noting,  at 
the  same  time,  the  accompanying  meteorological  and  other  conditions. 

In  order  to  make  such  rei)orts  of  any  real  value  in  investigating  the  causes 
of  disease,  it  will  be  necessary  for  the  Board  to  af)point,  in  various  localities, 
correspondents  whose  weekly  returns  may  enable  it  to  deduce  practical  ct)nclu- 
sions  therefrom. 

To  this  end  the  Board  has  addressed  this  letter  to  a  number  of  medical  prac- 
titioners throughout  the  Province,  and  it  recjuests  you  to  consider  whetlier  you 
will  accept  the  position  of  correspondent  to  the  Board  from  your  district. 

Leaving  out  of  view  tlie  bearing  of  the  ])roposed  work  upon  tlie  question  of 
Sanitary  Science,  and  looking  .at  it  from  a  ])urely  ])rofessional  standpoint,  tlie 
investigations  to  be  made  as  to  the  causes  and  nature  of  disease  will  be  as 
important  to  medical  practitioners  as  many  otiiers  in  wliich  they  are  engaged 
and  to  which  they  gladly  devote  more  time.  The  filling  up  of  the  blank  forms 
will  require  only  a  few  minutes  each  week  ;  and  should  you  be  willing  to  devote 
that  time  to  it,  be  kind  enough  to  inform  the  Secretary  at  once,  so  that  there 
may  be  sent  to  you  stamped  forms  similar  to  the  one  enclosed,  and  a  blotter  for 
your  convenience  and  subsequent  reference.  Should  you  decide  that  you  can- 
not do  so,  you  will  conter  a  favor  by  informing  the  Board  of  some  medical 
practitioner  in  your  locality  who,  in  your  opinion,  would  be  willing  to  under- 
take the  work. 
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TIjo  roportH  niid  rciiiHrks  of  coiruspoiKleiits  will  ho  tiriitu*!  iis  c(»n!i«leiitiHl,  .i 
Kifiicnil  iivt'Diijo  (if  all  till)  ropdits  hciii!^  pul)li.slii'(l,  Jiiid  tlio  lioiviil  oxurciHiiiL; 
iliscrL'ticdi  in  iiiuntioniii;^  tliu  ii;iiiu;s  nf  part  iciiliir  luculitius. 

Altli(iu<4h  tills  woik,  liko  that  of  tho  Mftuorolo^'iral  Hi^iovtors  in  Ontario  ainl 
of  tlio  DisL'asi!  Kfporlors  in  many  States  of  tho  I'lnoii,  is  dont)  ji^ratuitonsly,  y^■\ 
tills  JJoard  trusts  that  tlio  iiioasiiro  of  good  accruini^  from  this  scliomo  will  hr 
such  as  to  oncoura<j[o  it  to  oxpoct,  in  tho  noar  future,  greater  pecuniary  facilities 
for  making  tho  reports,  and  tho  results  to  ho  ohtained  theroform  more  nearly 
peifect. 

Trusting  that  you  may  find  it  ctmvenient  to  co-ojicrato  with  tho  Board  in 
this  matter, 

I  have  tho  lionor  t<i  he,  Sir, 

Your  obedient  servant, 

P.  H.  BRYCE, 

3.  Show  how  you  would  index  tho  contents  of  tho  foregoing  document. 

4.  Ciivo  specimens  of  your  method  of  indexing  (»/)  out-going  letters,  {!>)  letters 
received,  and  (c)  hills  or  accounts,  so  that  you  could  make  promjjt  reference  to 
any  particuhir  document. 


SECOND  CLASS   TEACHEES,   1887. 

1.  Abridge  tho  following  sentences  without  altering  tho  sense  : 

If  men  of  eminence  receive  reproaches  which  they  do  not  deserve,  they  like- 
wise receive  praises  which  are  not  due  to  them. 

Tho  science  which  describes  tho  surface  of  the  earth  and  its  inhabitants  is,  in 
my  opinion,  a  very  interesting  department  of  instruction. 

It  is  a  common  maxim  and,  at  tho  same  time  a  just  one,  that  we  can  exert 
more  influence  by  means  of  example  than  by  means  of  precept. 

2.  Give  tho  sense  of  the  following  paragraph  in  as  few  words  as  possible  : 

Theie  is  now  no  opportunity  of  repentance  for  me,  no  chance  of  being  restored 
to  happiness,  except  through  submission,  and  against  that  word  my  proud  heart 
disdainfully  revolts.  Submission  !  how  would  it  dim  tho  lustre  of  my  glory  in 
the  eyes  of  thcjse  angels  whom  I  enticed  from  their  state  of  allegiance  by  assur- 
ances very  inconsistent  with  tho  temper  of  submissiim,  boasting  that  I  could 
subdue  and  dethrone  tho  Omnipotent.  But,  alas  !  little  do  they  imagaine  how 
dearly  I  pay  for  having  made  that  vain  boast.  Little  do  they  know  the  secret 
torments  that  till  my  heart  with  agony,  while  I  am  seated  on  the  throne  of  hell 
receiving  their  adorations.  My  crown  and  sceptre  elevating  mo  above  them  in 
j'ank  make  my  height  of  misery  so  much  greater  than  theirs. 

3.  Write  a  precis  of  the  following  correspondence  : 

a      Valleyville,  Nov.  2,  1887. 

We  are  instructed  by  our  clients,  residents  and  ratepayers  of  the  township 
of  Hamboro,  to  inform  you  that  the  toll-gate  recently  erected  by  you  at  the 
west  end  of  Lai'k  street  in  the  city  of  Burlington,  is  to  them  a  cause  of  much 
annoyance  and  expense,   without  fui'nishing  them  any  adequate  return.     The 
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roftd  is  roun;h  and  badly  (fiitil  fnr  (being  in  jiarts  frequently  covered  witli 
water).  Moreover,  the  said  toll-gate  being  situated  within  tlu-  limits  of  tlie  said 
City  of  Ibirlingtoii  has  been  placed  there  contrary  to  law  and  proper  authority. 
Our  clients  therefore  respectfully  re(piest  that  the  gate  aforcssaid  be  removed,  or 
the  collection  of  tolls  discontinued. 

Yours  truly, 

Messrs.  Rh  )w  &  Runs  R 1 1 A IIPK  it  R^^  I  FT. 

liurlington.  liarristers,  etc. 


Burlington,  Nov.  5th,  1887. 
Sirs, — 

Wo  beg  leave  to  acknowledge  the  receipt  of  your  favor  dated  the  2nd  of 
November  instant,  intiniatiug  that  certain  residt-nts  and  ratepayers  of  the  town- 
sliij)  of  IIaiiil)oro  had  entered  a  complaint  against  the  existence  of  our  toll-gate 
on  Lark  street  in  this  city,  ami  retpiested  its  removal  or  discontinuance.  In 
reply  we  take  the  lilierty  of  informing  you  that  the  road  on  which  the  said  toll- 
gale  stands  was  constructed  l)y  us  at  consideraldo  cost,  that  it  is  kept  in  as  good 
state  of  repair  as  the  nature  of  the  hind  in  the  locality  will  permit,  and  that 
l)efore  wo  erected  the  gate  aforesaid  wo  duly  ol)tained  the  consent  of  tho 
authorities  of  the  City  (jf  liurlington.  Therefore,  wo  hereby  announco  our 
determination  neither  to  remove  the  toll-gate  nor  to  cease  collecting  tolls  thereat. 


Messrs.  Rharpe  tt  Rwift, 

Valleyville, 


Yours  truly, 

RLOW  &  RURE, 

Barristers,  etc. 


Valleyville,  Nov.  8th,  1887. 

SlR.S, — 

Your  favor  of  tho  5th  instant,  declining  to  comply  with  our  clients  request 
cither  to  remove  the  toll-gate  on  Lark  street  in  Burlingtcm  City  or  discontinue 
collections  at  .same,  has  lieen  received.  In  reply  wo  are  authorized  to  state  that 
unless  tho  said  re([uest  bo  complied  with  within  one  month  from  the  date  of 
this  notice  our  clients  shall  jiositively  decline  to  pay  further  tolls  at  the  gate 
aforesaid. 

Y'"ours  truly, 

Messrs.  Rlow  &  Sure,  SHAUPE  &  RWIFT. 

Burlington. 

4.  Make  an  index  in  projjer  form  for  tho  three  foregoing  letters. 
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Entered  according  to  Act  of  the  Parliament  of  Canada,  in  the  year  oik?  thoiisand  ei^ht  hundred 
and  ninety-six,  liy  TiiB  Coi-i",  Clauk  Comi'anv,  Limited,  Toronto,  Ontario,  in  tlie  Office  of 
the  Minister  of  Ajf  riculture. 
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CHAPTER   I. 


EXERCISES. 

Each  of  the  following?  Exercises  fcjrms  a  complete  set.  They  are  in- 
tended to  serve  two  purposes.  (1)  To  furnish  new  material  suitable  for 
the  use  of  those  who  do  not  intend  to  take  a  special  course  in  the  subject. 
(2)  To  serve  as  an  introduction  to  the  series  of  somewhat  lengthy  sets 
given  in  succeeding  ciiapters.  The  advantage  of  requiring  the  beginner  to 
work  out  for  himself  short  sets,  through  which  he  can  see  his  way  clearly 
from  Ijeginning  to  end  is  well  known  to  every  practical  teacher  of  book- 
keeping. 

Generally  speaking,  it  is  well  tor  the  l)eginuer  to  perform  each  exorcise  twice.  In 
the  first  case  stress  will  )>e  laid  on  securing  a  grasp  of  the  principles  involved  ; 
in  the  second,  special  attention  will  he  given  to  form.  If  an  exercise  is  to  produce 
the  best  results  educationally,  Uoth  (huiiijht  and  expreMwn  must  receive  due  considera- 
tion. The  pupil  should  ho  retiuired  not  only  to  solve  a  mathematical  problem  (for 
book-keeping  is  nothing  more  or  less  than  mathematics  applied  to  business  trans- 
actions) but  also  to  form  the  habit  of  accuracy,  neatness  and  orderliness.  Few  school 
subjects  are  so  eminently  practical  as  book-keeping.  It  stimulates. thought,  it  teaches 
systematic  arrangement  of  thought,  it  l)riiigs  the  pupil  into  close  contact  with  the 
business  relations  of  life,  and  it  trains  him  to  apply  his  knowledge  to  every-day 
atfairs. 

EXERCISE  I. 

Jinw  ,1,  1H'J5. 


C'Ommenced  business  with  cash  oii   liand,   iii'oOO.      Deposited  in  l)ank 
cash,  8200. 

4.  Bought  goods  of  Jas.  Pedley  on  acct.,  $160. 

5.  Sold  goods  to  J.  C.  Eraser  on  acct.,  .^^30.     Paid  cash  for  Postage  and 

Stationery,  .1^1.50. 

6.  Bought  goods  of  Jas.   Turnbull,   $65.      Gave   in  part  })ayment   my 

note,  .S30. 

7.  Paid  Jas.  Pedley  per  checjue,  $20. 

8.  Sold  ]M.  K.  (Jreen,  goods  on  acct.,  $50, 

10.  Paid  for  Coal  Oil,  per  checjue,  $1.20. 

11.  Sold  goods  to  Peter  Walker,  $38.     Received  in  part  payment  his  note 

for  $20. 

12.  Bought  of  Swanson  &  Co.  goods  per  cheque,  $35. 
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1 3.  Deposited  in  hank  cash,  $50.    J.  C.  Fraser  paid  on  acct.,  per  cheque,  $1'2. 

14.  Paid  for  repairs  cash,  $2.f)0.     M.  K.  Green  paid  cash  on  acct.,  $25. 

15.  Sold  my  entire  stock  of  goods  for  casli,  $160.80.     Paid  A.  C.  Muir 

half  a  Hionth's  rent  with  cash,  $10. 
(a)  Make  Day  Book  entries. 
(h)  Post  directly  from  the  Day  Book. 
((')  State  the  [lui'pose  of  each  account. 

{(i)   In  what  different  ways  may  the  Net  Gain  be  found  t     Illustrate  hy 
reference  to  the  Ledgei*. 
(i')  Close  the  accounts. 
Result— N<'t  Gain,  $3.50.     Net  Worth,  $503.50. 

EXERCISE  II. 

Jan.  2,  ISOG. 

Commenced  business  with  cash  on  hand,  $000. 

Bought  of  H.  H.  Scott  on  my  note  at  10  days,  goods  as  per  invoice,  $560. 
4.  Sold  J.  H.  Wismer  on  acct.,  25  lbs.  Tea  at  40c.;  20  lbs.  Coffee  at  50c. 
Paid  cash  for  Fuel,  06.20. 

6.  Sold  C.  Hohnan  for  cash,  2  bbls.  Flour  at  $3.50. 

7.  Deposited  in  bank,  cash,  $300.     Paid  cash  for  Advertising,  $2.20. 

9.  Sold  A.  H.  Longman  on  his  note  at  10  days,  5  bbls.  Apples  at  $2.50; 
GO  lbs.  Ilam  at  12c.      Paid  cash  for  Stationery,  $1.25. 
11.  J.  H.  Wismer  paid  on  acct.,  per  cheque,  $10.     Bought  of  C.  A.  Hamil- 
ton on  acct ,  300  bush.  Potatoes  at  25c. 

13.  Paid  cash  for  Telegram,  75c.      Sold  C.  H.  Smith,  10  bbls.  Apples  at 

$2.75  ;  100  bush.  Potatoes  at  28c.     lleceived  in  part  payment  his 
cheque  for  030. 

14.  Paid  C.  A.  Hamilton  on  acct.,  cash,  $37.50.     Sold  E.  P.  Shaler  on  his 

noU)  at  30  days,  30  lbs.  Tea  at  40c.;  108  lbs.  Ham  at  13c. 

15.  Paid  clerk's  salary,  per  checjue,  $15.     Paid  rent,  per  cheque,  $14.20. 

Sold  my  entire  stock  of  goods  for  cash,  $545,     Paid  my  note  favor 

of  H.  H.  Scott  with  cash,  $5 GO. 
{a)  Make  entries  in  Day  l^ook,  writing  bills  of  goods  as  they  occur. 
{h)  Transfer  to  Ledger,  indexing  each  entry. 
(<■)  Test  the  correctness  of  Ledger  and  make  statements. 
{(l)  Close  the  Ledger, 
llesult— Net  Loss,  $1.36.     Net  Worth,  $598.64. 

EXERCISE  III. 

August  15,  1S05. 

Invested  in  business  cash,  $650.      Bought  of  Hamilton  <fe  Co.,  Toronto, 
for  cash,  goods  as  per  invoice,  $300. 

16.  Sold  J.  C.  Miller  on  acct.,  25  bush.  Potatoes  at  22c.;  6  bbls.  Apples  at 

$2.15 ;  130  lbs.  Oatmeal  at  5c.     Cash  sales,  $24.20. 
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17.  Bought  of    A.  F.  Ponton,   Toronto,  on  acct.,  goods  as  per  invoice, 

$120,     Deposited    in    the    Bank    of   Montreal,  cash,  $200.     Cash 

sales,  $29.30. 
19.  Paid  cash  for  Coal  Oil,  $2.20.     Sold  H.  P.  Hoopei-,  on  acct.,  25  lbs. 

Sugar  at  5c.;    3  bl)ls.   Api)les  at  $2.10;    5  sacks  Flour  at  $1.75; 

75  lbs.  Codfish  at  {^c.      ("ash  sales,  $25.75. 
22.  J.  C.  Miller  paid  on  acct.,  per  chetjue,  $15.      Paid  for  Telegram,  cash, 

25c.     Paid    for    Stationer}-    })er    cheque,   $2.25.     Withdrew    from 

business,  cash,  $10.     Ca.sh  sales,  $32.70. 
26.  H.  P.  Hooper  paid  cash  on  acct.,  $5.50.     Cash  sales,  $29.80. 
28.  Sold  J.  D.    Watts   ou  acct.,   35   sacks   Flour   at  $1.80.     Paid  A.  F. 

Ponton  on  acct.,  cash  $60.      Cash  .sales,  $22.36. 

30.  Deposited  in  bank,  cash  $36.      Sold  A.  M.  Hanl)y  on  acct.,  10  l)ush. 

Potatoes  at  23c.      Cash  sales,  $13.25. 

31.  Sold  my  entire    stock    of    goods   for    casl),   $159.66.     Paid    c;ish  for 

delivering  goods  $1.20.      Paid  rent  per  checjue,  $12.50. 

(a)  Make  Day  Book  entries,  writing  bills  of  goods  as  they  occur. 

(b)  Transfer  to  Ledger. 

(c)  Make  Trial  Balance  and  Statements. 

(d)  Close  the  accounts  and  bi'ing  down  the  balances. 
Result— Net  Gain,  $12.50.     Net  Worth,  $652.50.   . 

EXERCISE  IV. 

Jan.   „'<),  JSno. 


Commenced  business,  investing  as  follows:  Cash  on  hand,  .$250 ;  (^ash 
on  deposit  in  tlie  J3ank  of  Commerce,  $400;  ]Mds(\  in  store,  $320; 
P.  C.  Culver  owes  me  on  acct.,  $35  ;  James  Scott  owes  nu;  on  acct., 
$13.60;  I  owe  C.  P.  Garratt  on  acct.,  $29.60;  I  owe  A.  K.  Muir 
on  acct.,  $24.20. 
21.  Sold  David  Robb  on  acct.,  4  French  Bedsteads  at  $25;  2  Oak  Ex- 
tension Tables  at  $17.50.  Paid  C.  P.  Garratt,  on  acct.,  per  checpie, 
$19.60.     Paid  for  Coal  per  cheque,  $7.60. 

James  Scott  settled  his  acct.,  per  cheque,  $— .  Bought  of  AValker 
&  Sons,  on  acct.,  ^Edse.  as  per  invoice,  $65.  Paid  cash  for  Postage, 
65c.  Sold  C.  L.  Macpherson  on  his  note  at  2  months,  pa3'al)le  at 
the  Bank  of  Commerce,  5  Centre  Tables  at  $15. 

Bought  of  Morrison  it  ]N[cKay  at  65c.  <^>n  thf;  dolhu-.  their  entire  stock 
of  goods  invoiced  at  $400.  Gave  in  payment  C.  L.  Macplierson's 
not  '■  as  per  B.B.,  my  own  note  at  30  days  j)ayable  at  the  Jnq)erial 
Baidc  for  $120,  and  cash  for  l)alance,  $^ — . 

David  Kt)bb   paid  on   acct.,  per  c]ie(|ue,   $65,  which  was  immediately 
deposited  in  bank.      Withdrew  for  private  use,  cash,  $25. 
27.   Sold   Hiram  Ashley  on  his  note  at   15  days,  payable  at  the   Bank  of 
Commerce,  2  doz.  chairs  at  $15  per  doz.     Paid  cash  for  Advertis- 
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29.  Paid  A.  K.  Muir  on  acct.,  cash  $14.20.     Sold  C.  P.  Garratt  on  acct, 

2  Easy  Chairs  at  $8.75. 

30.  Paid  Walker  it  Sons  on  acct.,  per  cheque,  .135.     Withdrew  for  private 

use,  cash  $15. 

31.  David  liohh  paid  balance  of  acct.,  per  clieque  on  the^ Imperial   Hank, 

$ — .     Paid  clerk's  .salary  with  cash,  $20. 
Inventories,  Jan.  31.— Mdse.  on  hand,  $124. 10  ;  Fuel  on  hand,  $2.00. 
(a)  Make  eiiti-ies  in  Journal  Day  JJook.     Write    notes  as  tliey  occur. 
Write  David  Kobh's  cheque  dated  Jan.  31.  ^ 

(6)  Transfer  to  Ledger. 

(c)  Make  Ti'ial  Balance  and  Financial  Statement. 

(d)  CMose  the  Ledger  and  bi'ing  down  the  balances. 
Result— Net  Gain,  $10.     Net  Worth,  $'J34.8U. 

EXERCISE  V. 
April  1,  /.S',%'. 


Commenced  business,  investing  as  follows  :  Cash  on  hand,  $500  ;  goods 

in  store,  $600;  fuel  on  hand,  $13. 
I.  Bought  for  cash  a  horse  and  delivery  waggon,  $120.     Deposited  in 

the  Bank  of   Montreal,  cash  $300.      Cash  sales,  $2"). 50. 
k   Sold  C.  S.  Fraser  on  his  note  at  10  days,  20  sacks  Flour  at  $1.75  ;    30 


bush.  Potatoes  at  25c.;  50  lbs.  S.C.  11am  at  12c.;  $ 

Paid  for 


Ca.sh  sales,  $30. 


Advertising, 


cash, 
)c.;  2  bbl.s.  Apples 


6.  Bought  Stationery,  per  cheque,  $1.20. 

$1.60.     Cash  sales,  $28.70. 

7.  Sold  M.  C.  Russell  on  acct.,  25  lbs.  Rolled  Oats  at 

at  $3.25  ;  $— .     Cash  sales,  $17.90. 

8.  Bought  of  Welsh  &  Co.,  Toronto,  goods  as  per  invoice  No.  — ,  $200. 

Remitted  in  payment  a  bank  draft  purchased  per  checjue.  (Ex- 
change J^  %.)     Ca.sh  sales,  $35.75. 

Bought  of  James  Law.son  for  cash,  100  bush.  Potatoes  ;it  20c.  Cash 
sales,  $29.30. 

C.  S.  Fra.ser  prepaid  his  note.  Discount  allowed,  25c.  Proceeds 
deposited,  $— .     Cash  sales,  $35.60. 

Sold  horse  and  waggon  for  cash,  $130.     Cash  sales,  $39.70. 

13.  Bought  of  Leslie  it  Co.  on  my  nt)te  at  30  days,  payable  at  the  Bank 

of  Commei-ce,  an  Office  Desk,  $()0.      Cash  sales,  $19.10. 

14.  Sold  A.  A.  Caskey   100  lbs.  S.  C.  Ham  at  12c.;    '10  lbs.  Gran.  Sugar 

at  5c.;  $— .  Received  in  payment  his  note  at  2  months,  payable 
at  the  Bi'    k    t  Montreal.      Cash  sales,  $22.65. 

15.  Sold  or  I  a         Sir  stock  of  goods  for  cash,  $580.45.     Sold  M.  C.  Rus- 

S'  :  '  fT  e  j)tsK  tor  !'")7.50,  and  Fuel  for  $4.60.  Received  his  note 
at-  ',)  '  o'jnta  payable  at  the  Bank  of  Mont  real  to  close  account,  $ — . 

(a)  Mak^    prcr-cr  .'    >)rnal.  Cash  Book  and  Bill  Book  entries.     Write 
business  papers.      (Cash  Book  to  have  a  special  column  for  mdse.  sales.) 
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(6)  Post  from  Journal  and  Cash  Book,  indexing  each  entry. 

(c)  Make  Trial  Balance  and  Financial  Statement. 

(d)  Close  the  Ledger,  and  bring  down  the  balances. 
Result— Net  Gain,  $110.00.     Net  Worth,  $1,223.00. 

EXERCISE  VI. 

—  April  15,   IS'Jti. 
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Commenced  business,  investing  as  follows  :  Cash  on  deposit  in  the  Bank 
of  Commerce,  $1000.      Goods  in  st(!re,  $600.      licnt  for  i   month 
paid  in  advance,  $16.     OtHce  Fun  iture  on  hand,  $10.     I  owe  C. 
H.  Laidlaw,  on  acct.,  $25. 
16.  Bought  of  Tui-ner  &  Son.s,  Toronto,  goods  as  per  invoice  No. — -,  $160. 
Remitted   in   payment  a  draft  purchased  per  che(jue.      Exchange 
2r)c.      Paid  freight  per  cheque,  $10.      Cash' sales,  $42.30. 
Sold  C.  H.  Laidlaw  on  acct.,  15  yds.  Can.  Tweed,  at  $1.20;  5  yds. 
Velvet  at  $1.70.      Deposited  in  bank  cash,  $20.     Paid  cash  for 
Stationery,  $2.10.     Cash  sales,  $3S.75. 
Sold  M.  Langham  100  yds.  S/i  Sheeting  at  30c.;  25  yds.  Farmer's 
Satin  at  50c.     Received  in  payment  an  order  on  A.  H.  Wilson, 
which  Mr.  Wilson  accepts.     Cash  sales,  $19.90. 

21.  Deposited  in  bank  cash,  $25.     Paid  cash  for  Coal  Oil,  $1.20.     Cash 

.sales,  $25.65. 

22.  Lent    K.  L.  Gibson  cash,  $15.     Gave  General  Hospital  per   cheque 

$7.50.     Cash  sales,  $32.90. 
24.   Bought  of  Caldwell  <k  Co.,  Hamilton,  on  my  acceptance  at  30  days 
payable  at  the  Bank  of  jNIontreal,  goods  as  per  invoice  No. — -,   $80. 
Paid  freight  per  chetjue,  .$2.30.     Cash  sales,  $25. 

A.  H.  Wils<jn  settled  his  acct.  in  full  with  his  note  at  10  days  pay- 
able at  the  Bank  of  Commerce.      Cash  sales,  $42.60. 

Sold  S.  W.  Perry,  120  yds.  Eng.  Tweed  at  $1  10.  Received  in  pay- 
ment his  chec^ue  on  the  Bank  of  Ottawa  for  $100,  the  balance  on 
acct.     Cash  sales,  $19.75. 

29.  Deposited  in  bank  cash,  $30.     Paid  cash  for  delivering  goods,  $1.20. 

Cash  sales,  $27.85. 

30.  Paid  clerk's  salary  per  cheque,  $30. 

Inventories,  April  30. — Goods  on  hand,  $367.85  ;  Otlice  Furniture  on 
hand,  $38.50. 

(a)  Make  the  proper  Journal,  Cash  Book  and  Bill  ]'>ook  entries  as  they 
occur,  and  write  all  the  business  papers  reipiired.  (Cash  Book  to  have  a 
special  column  for  Mdse.  Sales.) 

(6)  Post  from  the  Journal  and  Cash  Book,  indexing  each  entry. 

(c)  Test  the  equilibrium  of  the  Ledger  and  make  Financial  Statement. 

(d)  Close  the  Ledger  and  bring  down  the  balances. 
Result— Net  Loss,  $25.     Net  Capital,  $1631. 
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EXERCISE  VII. 


March  ^,  ISOG. 


'X 

6. 
7. 


9. 
10. 

11. 

12. 
16. 

18. 

20. 

23, 
24 

31 
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nvested  in  business,  casli,  $3-i00. 
Paid  casli  for  OHice  Books,  $12.50,  for  Fuel,  $6.75,  and  for  Coal  Oil, 

$2.75.     Deposited  in  tiie  Bank  of  Ottawa,  $1400. 
Discounted,   per  clitujue,   (Jlias.   Fletcher's  note    for  $182.50  favor  of 

y.  S.  Buckingham,  dated  Sept.  17,   1895,  at  6  months,  payable  at 

the  Bank  of  Commerce.     The  note  bears  interest  at  6  %.     Hate  of 

discount,  9  %. 
Lent  C.  H.  Murray  on  his  note  at  6  i^ionths,  bearing  interest  at  8  %, 

cash,  $730.     Sold  for  A.  McKerchar,  on  a  commission  of  4  %,  his 

House  and  Lot  for  $7600.      Remitted  to  him  a  draft  purchased 

with  his  net  proceeds.     Exchange  |-  %. 
])iscounted  John  Abell's  draft  for  $328.50  on  Cooper  it  Smith,  dated 

Jan.   2,   1896,  at  5  months.     Proceeds  paid  with  cash.      Rate  of 

discount,  10  %.     Purchased  for  Cameron  ct  Dunn,  on  a  commission 

of  3  %,  a  Farm  for  $3000.     I  ad\anced  for  them,  cash,  $600.     Paid 

fees  and  charges,  per  cheque,  $25. 
Discounted  at  10  %  B.  M.  Cooper's  note  for  $146  favor  of   James 

Jones,  dated  Jan.  16,  1896,  at  12  months.     The  note  bears  interest 

at  7  %.     Proceeds  paid  with  cash,  $ — .  , 

Cameron  tt  Dunn  remitted  a  sight  draft  on  A.  H.  Smith  for  $350,  and 

their  note  at  30  days  bearing  interest  at  8  %,  to  close  acct.     Paid 

cash  for  Stationery,  $1.75. 
Bought  of  A.  A.  Raj'^mer,  for  cash,  a  Town  Lot  at  $650.     Paid  fees 

and  charges,  per  che(iue,  $10.  ^ 

Discounted,  per  che(|ue,  at  8  %,  A.  L.  Scott's  note  at  6  months  for 

$146,  dated  Feb.  5,  1896,  payable  at  the  Bank  of  Montreal. 
Sold  for  A.  H.  McKay,  on  a  connnission  of  3  "/^,  100  tons  of  Hay  at 

$12.     Paid  cash  for  Advertising  the  same,  $6.40.     Remitted  draft 

purchased  with  net  proceeds,  $ — . 
C.  H.  Murray  prei)aid  his  note,  as  per  B.  B.,  with  his  sight  draft  on 

H.  A.  Lane.      Rate  of  discount,  6  °/^. 
Chas.  Fletclier  settled  for  his  note,  as  per  B.B  ,  by  paying  cash,  $100, 

and  giving  his  own  note  at  30  days,  bearing  interest  at  10  °/^,  for 

balance. 
Discounted,  per  cheque,  at  10  °/^,  James  Fisher's  draft  for  $219  on 

AVm.  Ma>rs,  dated  Feb.  27,  1896,  at  6  months. 
Sold  Bote  k.  Co.  Town  Lot  purchased  from  A.  A.  Raymer,  at  $800. 

Received  in  payment  a  sight  draft  on  Merrick  &  Sons  for  $508. 

and  their  note  at  30  days,  bearing  interest  at  7  7oj  ^^^  balance. 

Paid  fees  and  charges,  per  clieque,  $15. 
,  Discounted  Chas.  Fletcher's  note,  as  per  B.  B.,  at  8  °/^.      Proceeds 

deposited. 
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Inventory,  INTaroh  31,  1896.     Interest  accrued,  $ — . 

(a)  ]\Iake  Journal  entries.  In  addition  to  the  "Sundries"  column  the 
Journal  should  have  special  columns  for  Cash,  Jiills  Rec,  and  Int.  it 
Dis.     Why  ? 

(6)  Write  notes  and  drafts  as  they  occur,  endorsing  tluMii  for  the  j)arties 
concerned  when  necessary. 

(c)  Post  to  the  Ledger.      Make  Trial  IJalance  and  clcjse  accounts. 

Result— Net  (Jain,  $570.22.     Net  Worth,  $3970.22. 

EXERCISE  VIII. 


Mdi/  4,  is; Id. 

Commenced  })usiness  with  the  following  resources  and  liabilities: 
Jiesources— Cash  on  hand,  $1200;  ^Nldse.  in  store,  $2000;  T.  A. 
Walsh's  note  favor  of  ('.  C.  Smith,  dated  Fcl).  2  1,  1S9(>,  at  4  months, 
payable  at  the  Bank  of  Conmierce,  and  bcai-ing  interest  at  10  7„- 
Face,  $240.  Interest  accrued,  $ — .  LuibilUies — I  owe  W^.  H. 
Drummond  on  acct.,  $120.  Deposited  in  the  ]5ank  of  Toronto, 
cash,' $700. 
G.  Bought  of  Farren  &  Co.,  Hamilton,  on  my  acceptance  at  2  months, 
payable  at  the  Bank  of  Toronto,  goods  as  per  invoice,  $.3()5.  Paid 
freight  with  cash,  $14.20.      Paid  cash  for  petty  expenses,  $3.45. 

8.  Sold  H.  C.  White  on  his  note  at  2  mouths,  500  bush.  Wheat  at  48c.; 

300  bush.  Oats  at  20c.     T.  A.  Walsh  jjrepaid  his  note,  as  per  B.  H., 
V   per  cheque.     Rate  of  discount,  8  "j  .     Paid  cash  for  petty  expenses, 
$1.25. 

9.  Shipped  to  Milligan  &  Sons,  Loudon,  for  sale  on  my  account  and  risk, 

goods  invoiced  at  $600.     Paid  shipping  expenses,  jx'r  chetiue,  $10.60. 

Cash  sales  for  the  week,  $230.30.     Paid  cash  for  petty  expenses,  $3. 
14.  Shipped  to  Anderson  &  Sons,  Hamilton,  on  my  acct.  and  risk,  goods 

as  per  invoice,  $500.     Paid  shipping  exjjcnses,  pel  chcfpu!,  $13.60. 

Paid  cash  for  petty  expenses,  $2.90. 
16.  Prepaid,  per  cheque,  my  acceptance  favor  of  Fan-en  it  Co.,  as  per  B.B. 

Rate  of  discount,  10  °/^.     Paid  petty  expenses  with  cash,  $6.20. 

Cash  sales  for  the  week,  $136.30. 
19.  Milligan  &  Sons  rendered  an  acct.  sales  of  shipment.     i\ly  net  pro- 
ceeds, $625.60.      They  remitted  Hooper  it  Wilson's  acceptance  due 
^     to-day  for  $425,  and  their  own  note  at  30  days,  bearing  interest  at 

10  °/^.  for  balance.     Hooper  &  A'Tilson  paid  tlunr  acceptance  with 

cash,  which  was  deposited  in  bank.     Paid  cash  for  petty  expenses, 

$1.75. 
21.  Anderson  it  Sons  rendered  an  acct.  sales  of  my  shipment  to  them  of 

the  14th  inst.     My  net  proceeds,  $507.60.     They  remitted  in  part 

payment  a  sight  draft  on  F.  C.  Darlington  for  $400.     Paid  cash 

for  petty  expenses,  $3.70. 
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23.   Bought  of  Farren  tt  Co.,  TTainilt-oji,  on  my  acceptance  at  2  months, 
payable  at  tlio  Rank  of  Toronto,  good.s  as  per  invoice,  S128.     Cash 
V         sales  for  the  week,  .*22r).      Paifl  cash  for  petty  expenses,  $4. 
27.   Shij)ped  to  Anderson  it  Sons,  on  my  account  and  risk,  floods  invoiced 
at  $38r),  which  f  purchased  from  A.  A.  Baker  on  my  note  at  30 
days,  pa^'ahh;  at  tliti  Bank  of  Coinnierce.      Paid  shipping  exjienses, 
M    per  cluMiue,  $13.05. 
30.   H.  C.  \Viiit(!  prepaid  his  note,  as  per  Ji.  B.     Kate  of  discount,  8  °/^. 
Proceeds  deposited.      Cash  .sales  for  week,  $129.30.      Paid  cash  for 
petty  expenses,  $12.05. 
Inventories,   May  31,    18i)r).      ]\rdsc.  on  hand,  $742.11.     Shipment  to 
Anderson  &  Sons,  $ — .     Interest  accrued,  $ — . 

(d.)  Make  entries  in  Journal,  having  special   coluunis  for  ^Idse.,  Cash, 
Bills    Beceivahle,    l^ills     Payal)le,    Interest    tt     hiscount,    and    Expense. 
Wi'ite  notes  as  they  occur. 
(h)  Transf(M*  to  Ledger. 

(e)  Make  Trial  Balance,  Financial  Statement,  and  close  the  accounts. 
Bring  down  balances.  • 

Result— Net  Gain,  $30.     Net  Worth,  $3354.80. 
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CHArXER  11. 


SET  I.-DRY  GOODS  BUSINESS. 
Books  usiid — Day   Il<H)k\   Cash   I  took.,   liill   Iluo/t,  ami  Ledger  * 

TRANSACTIONS. 

■ Juhj  ,.',    IS'.).'>. 


[Student's  name  here)  lias  lliis  day  commenced  llie  I  )ry  (Joods  business 

on Street,  No.  — ,  investin<,'  as  follows  : 

/?«so?<rc^.^— Cash,  $1200.  Mdse.,  $900.  William  Taylor's  acc(>i)taiic(^  for 
$300,  dated  June  4,  ISDo,  at  ;50  days,  and  payable  at  tlu^  JJank  of 
Commerce.  H.  L.  Ducker  owes  on  acct.,  $!)0.  A.  S.  Walsh  owes 
on  acct.,  $110.  M.  J  I.  Cann  owes  on  acct.,  $27. T)!). 
Liabilities — My  note  in  favor  of  A.  A.  Hai-per  for  $l09.r)0,  dated  Feb.  7, 
189;"),  at  5  months,  bcai'ing  interest  at  7%.  Interest  acciauid,  $— . 
I  owe  A.  B.  Hart  on  acct.,  $')(). 

2.  Deposited  in  tiie   J^ank    of   Connnerce,   cash,    $1000.     Paid  cash    for 

Stationery,  $4.20,  and  for  OtHce  I'.ooks,  $r)..50.     (!asli  sales,  $10.20. 

3.  Bought  of  Stovel  it  Co.,  Hamilton,  on  my  acceptance  at  10  days,  goods 

as  per  invoicf^  No.  — ,  $300.  Paid  freight  with  cash,  $G.20.  Took 
goods  from  store  on  private  acct.,  $10.50.  Settled  my  acct.  with 
A.  ]i.  Hart  ))y  giving  my  note  at  30  days  ])ayable  at  the  Ijank  of 
Connnerce,  $ — .  Sold  C.  W\  Irving  on  acct.,  15  yds.  Can.  'I'wcjed, 
at  $1.30;  10  yd.s.  Brown  Beaver  Cloaking,  at  $2.50;  10  yds. 
Novelty  Cloaking  at  $1.40;  25  yds.  Cra.sh  Towelling  at  20c.,  $--. 
Cash  sales,  $-JG.:)0. 

4.  Sold  L.  C.  Fraser,   15  yds.  Scotch  Tweed,  at  $1.40;  20  yds.  West  of 

Eng.  Tweed,  at  $1.50;  2  pes.  Eng.  Flannel,  40  ydsl^,  45  yds.  at 
50c.  ;  30  yds.  Fr.  El.  Canvas,  at  20c.  ;  50  yds.  Oxford  Shirting,  at 
30c.  ;  $ — .  Received  in  payment  .1.  A.  JVown's  note  for  $52, 
dated  iNIay  17,  1895,  at  2  months,  ])aya])le  at  the  Bank  of  Ottawa; 
L.  C.  Eraser's  note  at  30  days  for  $50,  payable  at  the  Bank  of 
Commerce,  and  cash  for  balance,  $ — .     Cash  sales,  $30. 

5.  Bought  of  Hine  it  Farren,  Toronto,  goods  as  per  invoice  No.  — ,  $200. 

Gave  in  payment  my  acceptance  at  15  days,  payable  at  the  J^ank 
of  Commerce  for  $120,  and  cash  for  balance,  $ — .  Took  goods 
from  store  for  private  use,  $7.50.  Paid  cash  for  repairs,  $4.20. 
Cash  sale.s,  $60.40. 


J 


*  Instructions  as  to  keeping  books  by  Single  Entry  are  given  in  Chapter  VIII. 


i!'; 


1 

\\\ 

t  > 


i 


^ 


i:  i 


ii 


y 


ill 


220 


APPENDIX. 


0.  Dcposilcd  ill  bank  cash,  SIOO.  JU'tircd  William  Taylor's  accoptance 
as  per  l>.  Ji.  oil  n'C('i})t  of  casji,  i^int  and  a  new  nolo  at  one 
iiionlli,  hcai'iii;!^  int(M'c.s(,  at  S  /  for  Italaiicc,  !^   -.    Cash  sales,  ii?49. Of). 

S.  Eri^M^fcd  C.  V.  Stowart  as  hook-kccixM"  at  )?IU  for  the  iTniaiiidiir  of  tho 
month.  ]'ai(|  c.ish  for  deli vciinj,' j^'oods,  lOc.  Hold  N.  C  JUirwjish, 
on  acct.,  ^){)  yds.  iiwy  C'oUuii,  at  7e. ;  20  yds.  8/1  Shi^etinj,',  at  20e. ; 
no  yds.  Dainask,  at  lOc.  ;  10  vds.  Silk  Velvet,  at  §1.50;  'M  yds. 
]ilat'k  Silk,  at  .*  1 .00  ;  $  -.     Cash  sales,  .«;r)0.;{0. 

9.  Sold  J.  C.  Campheil  2  i)es.  r.l.ck  Silk,  10  yds.,  42  yds.  at  81.20;  3 
jics,  ('iiml)iic  Liiiiii<,',  10  yds.  cacli,  at  lie  ;  $ — .  Received  in  i)ay- 
ment  a  sight  draft  on  A.  Jl.  IMinray,  for  820;  and  JNli-.  Campl)ells 
note  at  2  months,  payable  at  tho  ])ank  of  Commerce,  for  balance, 
8 — .  Took  <,'oods  tVom  stores  for  pii\ato  use,  82.50.  (Jave  to  the 
(h^iuii'al  Hospital  810,  ])er  cluMjue.  Paid  cash  for  delivering  goods, 
20c.      Cash  sales,  8l''<.75. 

10.  Jiought  of  Sutherland  it  Co.,  Montreal,  gofxls  as  per  invoice  No. — , 

8240.  Ikcniitted  in  full  ]>ayment  a  bank  draft  purchased  per 
cluMiue  (lOxchange  ^^;').  ]'aid  freight  per  cluMiue,  85.20.  Paid 
Albert  Jones  for  r(!2>airs  with  goods  from  store,  8'^. 00?  Paid  my 
note  in  favor  of  A.  A.  Harper,  with  interest,  per  checiue,  $ — . 
Cash  sales,  8(10.20. 

11.  Bought  of  H.  H.  Cavei's  for  private  use,  50  cords  of  wood,  at  81.10. 

(!ave  in  i)art  i)ayment  cash,  taken  from  till,  825.  Sold  M.  C.  Kerr 
on  his  note  at  .'50  days,  payable  at  the  Bank  of  Commerce,  3  pes. 
Black  Cashmer(s  44  yds.,  45  yds.,  46  yds.,  at  90c.;  8  -•  Sold  J.  H. 
Williams  for  his  sight  draft  on  K.  J.  W^ilson,  25  yds.  l^lack  Beaver, 
at  83;  2  jh-s.  Tweed  Dress  CJoods,  30  yd..,  34  yds.  at  80c.;  $— . 
Paid  C.  P.  Stewart  on  acct.  of  salary,  pe.  cheque  810.  Cash  sales, 
829.30. 

12.  K.  J.  Wilson  refused  to  honor  J.  If.  W^illiams  drart,  and  it  was  re- 

turned. J.  H.  Williams  paid  cash  853.20,  and  gave  his  note  at  30 
days,  bearing  interest  at  8/ ,  for  balance,  8 — •  Deposited  in  bank 
cash,  8240.     Cash  sales,  8G0.40. 

13.  Bought  of  L.  C.  Doolittlo  at  ()0c.  on  the  dollar,  his  whole  stock  as  per 

Inventory  81000,  assuming  the  following  debts  payable: — L.  C, 
Gilroy's  acct.,  8200;  C.  B.  Harland's  acct.,  $150;  Muir  &  Co's 
acct.,  860  ;  L.  C.  Doolittle's  note  for  $100,  favor  of  A.  H.  Hood, 
due  10  days  hence,  for  w  Inch  I  accepted  Mr.  Hood's  draft  at  10 
days,  payable  at  the  Bank  of  Commerce.  Paid  L.  C.  Doolittle  the 
balance  due  him  per  checjue,  890.  Cash  sales,  865.70. 
15.  Sold  M.  H.  Cann  on  acct.,  25  yds.  Scotch  Tweed,  at  81.40;  40  yds. 
Black  Ast radian  Cloaking,  at  82  50;  3  Brown  Beaver  Overcoats, 
at  825  ;  8  -.  H.  L.  Ducker  paid  cash  on  acct.,  840.  Paid  for 
removing  goods  purchased  from  L.  C.  Doolittle,  cash,  $25.  Cash 
sales,  $45.90. 
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Paid  jMM'  clKMiiit'  iny  .icceplancc  favnr  oF  Stove!  I'c^  Co.,  as  p(»r  l>.  I>., 
$ — .  Sold  .\.  15.  Ilart  (111  atct  ,  1  .")0  yds.  Fi-cnch  Klaimcl,  at  3r)c.  ; 
100  yds.  Mtiglish  Tupcd,  at,  %!l..')0  ;  $  .  A.  S.  Walsh  j.aid  on 
acct.,  per  clifiinr,  f^i\{).  Took  goods  for  private  use,  i?  10.20.  Cash 
sales,  !?|S.  j."). 

Paid  L.  C.  (filroy  (»n  acct.,  cash,  .*r)0.  (lave  C.  P».  IFailaiKJ,  in  part, 
payment  of  acct.,  an  order  on  A.  S.  Walsh  for  !i?50.      (!ash  .sales, 

Ileceived  fi'om  .M.  11.  CiriM  on  acct.,  his  sight  draft,  on  Andrew  lUythe 
for  $1")0.      Paid  cash  fur  stat ioiiei-y,  !?l.0O.      Cash  .sales,  872  2'). 

Sold  Amos  Jiluckwell  <in  acct.,  3  ])cs.  12  \  Sheeting,  42  yds.,  |.")  yds., 
IS  yds.,  at  r)()c.  ;  2.")  yds.  Hf.  PI.  Tal)le  Linen,  at  4()c.  ;  ^^Z  11. 
L.  l)iicl<er  ]>aid  on  acct.,  cash,  830.      C'ash  sales,  8  19. ;")(). 

.1.  A.  Brown  paid  per  che(|n(^  his  iioie  due  this  day  a.s  per  l>.  15..  8  — . 
Settled  my  acct.  with  .Muir  it  Co.  by  giving  my  note  at  one  month 
paya,l)le  at  the  Pank  of  C(immei'c(»,  8      .      Cash  sales,  8">S.0r). 

Pought  of  Sti»vel  A'  Cit  ,  llamiliiin,  on  my  ai-ceptance  at  30  days, 
goods  as  ])er  invdiic,  No.  — ,  8200.  Paid  fi-eight  j)er  che(|ue,  82. 
Paid  C.  P.  Stewart  on  acct.  of  salary  pen*  cIumjuc,  8').  A.  I».  Hart 
paid  on  acct.  ])er  che((ue,  8100.      Cash  .sales.  87<>.20. 

Deposited  in  bank,  cash,  8'>00.  (r.  ^\'.  lr\ing  ])aid  on  acct.  cash,  8M). 
Sold  C.  C.  Furner  f<»r  his  sight  draft  on  Hugh  MclJain,  3  Scotch 
Tweed  Suits  at  820. .jO  each;  8 — ■.  Purchased  ii-oni  Hall  it  Co.  for 
casli,  a  saf(5  for  ollice,  81  20.  Paid  with  cash  my  accept  an(!(;  favor 
of  nine  it  Farren  as  ])ei'  P>.  ]>.,  8    -.      Casji  sales,  87o.OO. 

lioughtof  Miller  ik.  Son,  jNIontreal,  goods  as  per  invoice  No. — ,  8320. 
Pemitted  in  full  payment  a  bank  draft  j)urchased  j)ei-  checpu^  8  — . 
Paid  freight  per  chtupie,  84.20.  Paid  for  cleaning  store  cash,  81  •20. 
Cash  sales,  8r)r).30. 

Withdrew  for  j)rivate  use,  per  cheque,  830.  Amos  Black  well  j)aid  on 
acct.,  per  cheque,  8'~)0.  Sold  C.  P.  Stewart  a  suit  of  clothes, 
818.50.     Cash  sales,  849.00. 

Paid  my  acce])tanco  favor  of  A.  II.  Hood  as^per  P>.  P.  with  casli,  8 — . 
Sold  iVI.  H.  Cameron,  on  his  note  at  lo  day.s,  90  yds.  Bi-oadcloth 
at  81. SO;  75  yds.  Nap  Cloaking  at  81.00;  8—.  Paid  for  adver- 
tising per  cheque,  84.00.     Cash  sales,  829.30. 

H.    L.    Ducker  paid  his  acct.   in  full  per  cheque,  8 — •      ^<>hl  C.  P>. 

Harland  on  acct.,  50  yd.s.  Black  Lustre,  at  55c.  ;  100  yds.   Black 

Nun's  Veiling,  at  45c. ;  8 — .     Paid  cash  for  coal  oil,  81.30.     Cash 

sales,  884.25. 

Bought  of  Hine  &  Farren,  Toronto,   for  ca.sh,   gtjods  as  per  invoice 

No.—,  8176.     Cash  .sales,  847. SO. 
Received  from  M.  H.  Cann  in  full  paynumt  of  liis  acct.,  his  note  at 
70  days,   which  was  immediately-  discounted   at    8%.      Proceeds 
deposited,  $ — .     Cash  sales,  $59.20. 
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31.   l)ept»sile<l  in  bank,  ciisli,  $500.      Paid  C.    P.   Stewart  tlui  Imlaiice  of 
niDUth'ii  salary  due  liiiii  jku"  cheque,  li*> — .      Cash  sales,  $49.70. 

liinntorks,  July  HI,  tSlk'i. 

Merohaudise $239  10 

( mice  Kuniituro   120  00 

Int.  ami  Dis.  (lutorest  accrued)    ■       v 

'J\)tal $  ..    /) 

Net  Train,  .$— .     Net  Worth,  $—.  ^ 

The  ti'aiisaetions  for  the  month  of  July  are  to  be  written  up  by  Single 
Entry  according  to  the  directions  gi\(>n  in  Chapter  VIII.,  pp.  121-131. 
As  the  books  are  to  be  kept  by  l)()ul)le  Entiy  dui'ing  the  month  of 
August,  an  inventory  must  l)e  ,Niken  at  the  end  of  .luly.      See  p.  135. 

Jt  is  quite  unnecessary  to  close  the  accounts  in  the  Ledger,  as  no 
change  in  the  form  of  t\w  books  is  recjuired.  .\fter  the  new  accounts 
are  opened  the  Ledger  should  bal.nce.  The  student  .should  distinguish 
between  testing  the  etjuililirium  of  the  ledger  and  closhuj  it.  See 
page  59. 

SET  I.  -Continued. 

Bookx  used — Jounial,  Cash  Book,  BUI  Jlook  and  Ledger. 

TRANSACTIONS. 

Au<jn.y!  .)',  1S'J'>. 

lle-engaged  C.  P.  Stewart  as  book-keeper  at  SGO  per  month.  Engaged 
Albert  Cununings  as  clerk  at  $35  })er  month.  IJought  of  lline  v'i: 
Farrv  11.  Toronto,  goods  as  per  invoice  No.  — ,  $500.  Gave  in 
payment,  cash  $200  and  my  acceptance  at  10  days  payable  at  the 
IJiiidc  of  Ottawa  for  balance,  $ — .      Cash  sales,  $45.70. 

5.  Paid  my  note  favor  of  A.  B  Hart  as  per  B.  B.  per  che(pie,  $ — . 
Paid  cash  for  re{)airs,  $5  fiO.     Cash  sales,  $70.10. 

5.  Bought  of  Stovel  it  Co.,  Hamilton,  goods  as  per  invoice  No.  — ,  $G00 
(5%  ort').  liemitted  in  full  payment  a  draft  for  which  I  issued  a 
cheque.  Exchange  -|%.  Paid  freight  per  checpie,  $7.20.  L.  C. 
Fraser  paid  his  note  per  cheque,  which  was  deposited,  $ — ,  Cash 
sales,  $48.65. 

7.  Sold  James  Miller  on  acct.,  20  yds.  English  Tweed  at  $1.20,  50  yds. 

Novelty  Cloaking  at  $1.40,  $  ~.     Cash  sales,  $04.80. 

8.  Paid  cash  for  stationery  and  postage,  $1.G0.     Withdrew  for  private 

use,  cash,  $25.     Cash  sales,  $49.75. 

9.  William   Taylor  paid  with  cash  his  note  as  per  B.   B.     Face,  $ — . 

Interest,  $—.     Cash  sales,  $75.20. 
10.  Bought  of  L.  C.  Gilroy  a  horse  at  $80,  a  wagon  at  $60,  and  a  set  of 
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harness  at  $20.     Gave  liiin  my  chetjiie  to  close  acct.,  $310.      Amos 
Blacksvell  paid  on  acct.,  cash,  $10.      Cash  .sales,  $75.60. 

N.  C.  Burwash  closed  his  acct.  by  giving  an  order  on  C.  B.  P'arland 
for  $27.50  which  was  acctjpted,  and  his  note  at  10  days  for  balance, 
$ — .  Paid  cash  for  coal  oil,  $2.10.  J.  C.  Campbell  prepaid  his 
note  as  p(!r  B.li.  Discount  allowed,  60c.  Proceeds  deposited,  $ — . 
Cash  sales,  $48.25. 
Bought  of  Eat(.)n  &  Sons,  Toronto,  on  my  acceptance  at  10  days, 
goods  as  per  invoice  No.  — ,  $320.  lletired  M.  C.  Kerr's  note  as 
per  B.  B.  on  receiving  cash,  $01.50,  and  a  new  note  at  30  days 
bearing  interest  at  8%,  for  balance  of  old  note,  $ — .  M.  H. 
Cameron  re(juested  me  to  liold  his  note  for  6  days,  agreeing  to  pay 
interest  at  10%,  which  was  grantcjd.     Cash  sales,  $65.70. 

J.  H.  Williams  remitted  his  che(|ue  in  payment  of  his  note,  with 
interest,  as  per  li.  J».,  $ — .  Amos  Blackwell  paid  on  acct.  cash, 
$10.      Cash  sales,  $49.r)0. 

Sold  P.  S.  SoMKM'ville  on  his  note  at  30  days,  3  pes.  Scotch  Tweed,  40 
yds.  at  $1.25,  42  yds.  at  $1.20,  44  yds.  at  $1.10,  $— .  Deposited 
in  bank,  ca.sh,  $200,     Cash  sale.s,  $64.25. 

A.  B.  Hart  paid  on  acct.  cash,  $60.  Jiought  of  Cooper  &  Hanson,  at 
65c.  on  the  dollar,  their  entire  stock  invoiced  at  $800.  Gave  in 
payment  cash  $200,  and  my  note  at  30  days  for  balance,  $ — . 
Paid  for  removing  goods  to  store  cash,  $7.50.  Paid  my  acceptance 
favor  of  Hine  &  Farren,  Toronto,  per  cheque,  $ — .  Cash  sales, 
$54.25. 

Paid  cash  for  oflice  desk,  $32.     Cash  sales,  $79.85. 

Received  cash  in  payment  of  M.  H.  (Cameron's  note  with  interest,  as 
per  B.  B.,  $— .     Casli  sales,  $62.65. 

Sold  C.  B.  Harland  on  acct.,  15  yds.  Scotch  Tweed  at  $1.25;  100 
yds.  Hf.  J 51.  Table  Linen  at  35c.  ;  $-.  Paid  C.  P.  Stewart  on 
acct.  of  salary  cash,  $20.  James  Miller  paid  on  acct.  cash,  $34. 
Cash  sales,  $49.25. 

P.  S.  Somerville  prepaid  his  note  as  per  B.  B.  with  his  cheque  on  the 
Merchants  Bank.  Discount  allowed,  80c.  Sold  A.  C.  Harri.son 
on  his  note  at  one  month,  2  Brown  Beaver  Overcoats  at  $23.50;  25 
yds.  English  Tweed  at  $1.40;  15  yds.  12/4  Sheeting  at  50c., 
$— .     Cash  sales,  $62.70. 

Paid  my  note  favor  of  Muir  &  Co.,  due  this  day  with  cash,  $ — . 
Deposited  in  bank  cash,  $400.     Cash  sales,  $39.85. 

Paid  my  acceptance  fa\()r  of  Stovel  &  Co.,  due  this  day  per  cluupie, 
$ — .  Paid  Albert  Cummings  on  acct.  of  wages  cash,  $10.  Cash 
sales,  $49.60. 

Bought  of  Harvey,  Briggs  &  Co.,  Montreal,  on  my  acceptance  at  30 
days,  goods  as  per  invoice  No.—  ,  $575.50.  Paid  freight  with 
cash,    $10.75.      N.  C.  Burwash  paid  his  note  as  per  B.  B.  with 
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cash,  $ — .  Paid  my  acceptance  favor  of  Eaton  &  Sons,  Toronto, 
per  c'he(iue,  $ — .     Cash  sales,  $f)lJ.90. 

27.  Sold   my  horse   to  John  Jones  for   $70,    and   purchased    from  him 

another  for  $80.     Cash  sales,  $59.20. 

28.  Sold  J.  G.  Gil)son  on  acct.,   25  yds.  Black  Lustre  at  56c. ;  12  yds. 

Tweed  Dress  Goods  at  75c.;  3  White  Dress  Shirts  at  $1.25  ;  3  doz. 
Linen  Collars  at  $1.80;  5  Silk  Neckties  at  35c. ;  $— .  Deposited 
cash,  $350.     Cash  sales,  $60.30. 

29.  (J.  W.  Irving  settled  his  acct.  b}'^  giving  his  note  at  one  month,  payable 

at  the  Bank  of  Commerce,  $ — ■.     Cash  sales,  $72.25. 

30.  Sold  James  Scott,  Jr.,  on  acct.,  50  yds.  Can.  Flannel  at  3nc.  ;  3  pes. 

Scotch  Tweed,  32  yds.  each,  at  $1.10;  25  yds.  Black  Cashmere  at 
62c. ;  $  -.     Cash  sales,  $65.75. 

31.  Paid  C.  P.  Stewart  balance  of  salary  for  the  month  per  cheque,  $  - . 

Paid  Albert  Cummings  balance  due  him  for  the  month  per  cheque, 
$25.  Paid  cash  for  delivering  goods,  $1.60.  Sold  horse,  harness 
and  wagon  for  cash,  $150.     Cash  sales,  $80.10. 

Inventories,  Aikj.  31,  1S05. 

Merchandise $8()0  00 

Office  Furniture lo2  GO 

lut.  and  J)is.  (Interest  accrued) 

Total ; $ 

Net  Loss,  $  -.     Net  Worth,  $  — . 

For  the  month  of  August  the  books  are  to  be  kept  b}'-  Double  Entrj'. 
All  of  the  transactions  will  be  put  through  the  Journal  Day  Book,  as 
shown  on  page  65.  The  Cash  Book  and  the  Bill  Book  will  be  used  as 
auxiliaries. 

At  the  end  of  the  month,  after  testing  the  equilibrium  of  the  Ledger, 
the  student  will  close  the  books  and  make  statements  in  proper  form. 

NoTK. — The  sttideiit  is  pxpcctod  to  write  correspondence,  notes,  drafts,  cheques,  etc.  When  the  .Set 
is  completed,  he  should  state  clearly,  rcfcrrint;  to  tile  work  actually  done,  (i)  the  difference  between 
Sinjrle  and  Doulile  Ktitry  liookkcepiuff ,  (ii)  the  merits  and  defects  of  each.  Ife  should  also — after  the 
Set  is  thoroutfhly  luiderstood,  but  not  before —endeavor  to  di.seover  a  less  laborious  or  more  practical 
method  of  obtaining  the  re(|uired  results.  (II  is,  of  course,  assumed  that  the  student  has  already'  an 
elementary  knowledge  of  the  subject.) 


SET  II. 

The  transactions  for  Set  IT.  are  the  same  as  for  Set  I. 

For  the  month  of  July  the  books  are  to  be  kept  by  Double  Entry, 
according  to  a  practical  method  already  described  and  illustivited.  See 
Set  VII.,  pp.  78-81.  Instead  of  putting  all  the  transactions  through  the 
Journal  (Double  Entry)  as  in  Set  I.,  two  principal  books  are  now  used, 
viz.,  the  Journal  and  the  Cash  Book,  each  having  special  columns.  At 
the  end  of  the  month  the  books  will  be  closed  and  statements  will  be 
made. 
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The  work  for  the  month  of  August  is  to  be  done  by  Single  Entry,  as 
described  in  Chapter  VIII.  Tlie  books  will  be  closed  at  the  end  of  the 
month  and  statements  will  be  made. 

Note.— When  the  student  has  completed  Set  II.  he  should  state  clearly,  referring  to  his  own  work 
in  each  case  (i)  the  fundamental  difference  between  Single  and  Double  Entry,  (ii)  the  advantages  of 
Double  Entry  over  Single  Entry,  (iii)  the  difference  between  the  metho<l3  (D.E.)  adopted  in  Sets  I.  and 
II.,  (iv)  the  advantages  of  iwsting  directly  from  more  than  one  book,  (v)  the  advantt^;e8  of  special 
money  columns.  This  being  done  the  stu(lent  will  lie  requested  to  suggest  additional  improvements 
that  may  be  made  in  book-keeping.  By  this  means  he  will  become  fully  prepared  to  perform  the 
practical  sets  which  follow. 


SET  III.-EXPLANATIONS. 

This  is  a  Double  Entry  Set  which  presents  the  following  special  features : 

(a)  The  business  is  carried  on  by  a  firm  composed  of  two  partners. 
See  Chap.  VII 

(b)  The  Journal  has  a  special  column  for  Mdse.  Sales.  The  amount  of 
sales  of  merchandise  for  the  month  will  be  posted  in  total  directly  to  the 
Cr.  side  of  the  Merchandise  Account  in  the  Ledger.  The  form  of  Journal 
shown  on  page  79  will  be  adapted  to  the  requirements  of  this  set  by 
eliminating  the  column  for  Mdse.  Purchases. 

((')  The  Invoice  Book  is  introduced  as  a  principal  book.  The  amount 
of  purchases  of  merchandise  for  the  month  will  be  posted  in  total  to  the 
Dr.  side  of  the  merchandise  account  in  the  Ledger.     See  page  63. 

(d)  The  Cash  Book  is  used  as  a  principal  book.  The  form  illustrated 
on  pp.  80  and  81  will  l)e  found  convenient.     (See  page  78.) 


SET  III.-GROCERY  AND  PROVISION  BUSINESS. 

PARTNERSHIP TWO  PARTNERS. 

Books  used — Journcd,  loith  a  Special  Column  for  Mdse.  Sales,  Cash  Book, 

Invoice  Book,  Bdl  Book  and  Ledger,  the  first  three  as 

books  of  oriyiual  entry. 

TRANSACTIONS. 

,  Sept.  2,  1S95. 


(Stiident\'i  name  here)  and  H.  S.  Harpcn'  have  this  day  entered  into  a 
co-partnership  to  carry  on  a  Retail  Grocery  and  Provision  Business  at 
No. Street,  agreeing  to  share  gains  and  losses  according  to  invest- 
ment. The  business  is  to  be  conducted  under  the  firm  name  of  (Student's 
swmame  here)  &  Harper. 

(Student's  name  here)  investment ; 
Resources — Cash,  $2200.     A.  Cameron's  note,  due  10  days  hence,  for  $150. 
J.  H.  May's  acceptance  for  $120,  dated  July  21,  1895,  at  60  days, 
and  payable  at  the  Bank  of  Montreal.     Geo.  Watts  owes  on  acct. 
$100. 
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Liabilities — Note  in  favor  of  Coinstock  (k  Co.  for  $365,  dated  June  21, 
1895,  at  3  mos.,  bearing  interest  at  8%,  and  payable  at  the  Bank 
of  Montreal.  Interest  accrued  on  tliis  note,  $ — .  Balance  due 
to  J.  C.  Ferguson  on  acct.,  $37.25.  Balance  due  to  A.  C.  Jones  on 
acct.,  $57.65. 
H.  S.  Harper's  investment : 

Resources. — Mdse.,  $1800.  Kent  for  month  of  Sept.  paid  in  advance, 
$40.     Ortice  Furniture  on  hand,  $50.     Statiov.ery  on  hand,  $5.65. 

Liabilities. — Note  in  favor  of  J  as.  A.  Peters,  dated  May  1,  1895,  at  5 
mos.,  for  $125. 

Engaged  Herbert  H.  Williams,  as  clerk,  at  $50  per  month,  and  Amos 
Dagg,  as  errand  boy,  at  $10  per  month. 

Paid  cash  for  repairing  Office  Furniture,  $1.25 ;  for  Lamps,  $4  ;  for 
Coal  Oil,  $2.50;  for  Fuel,  $8.50;  for  Advertising,  $5.75. 
Deposited  in  Bank  of  Montreal,  $1500.  Bought  of  Sylvester  ct 
C(i.,  Toronto,  5  bbls.  Gran.  Sugar,  300-20,  299-19,  318-21,  316-20, 
318-21,  at  41c.;  3  bbls.  Yellow  Sugar,  340-20,  329-21,  342-20, 
at  3ic. ;  $ — .  Gave  in  payment  our  cheque  for  $08.50,  and  our 
acceptance  at  10  days,  payable  at  the  Bank  of  Montreal,  for  balance, 
$ — .  Sold  Geo.  Bui'ton  on  acct.,  15  lbs.  Japan  Tea  at  4oc. ;  10 
ll)s.  Coffee  at  40c. ;  60  lbs.  Gran.  Sugar  at  5|c. ;  1  box  Royal  Crown 
Soap  at  $4.75  ;  12  bush.  Potatoes  at  30c.;  75  lbs.  Ham  at  18c.; 
$— .     Cash  sales,  $45.95. 

3.  A.  Cameron  prepaid  his  note  with  his  cheque  on  the  Imperial  Bank  ; 

discount  allowed,  45c.  Sold  ]\[.  L.  McColl  12  qts.  Mixed  Pickles 
at  15c. ;  125  lbs.  Uolled  Oats  at  4c.  ;  180  lbs.  Gran.  Sugar  at  b\c. ; 
200  lbs.  Yellow  Sugar  at  4|c. ;  3  doz.  cans  Peaches  at  $3.75;  5 
doz.  cans  Salmon  at  $1.70;  4  gals.  Vinegar  at  35c.;  15  pails 
Blueberries  at  60c.  ;  10  crates  Peaches  at  $1.10;  received  in  full 
payment  an  order  on  J.  C.  Ferguson,  which  he  has  accepted,  $ — . 
Bought  of  Anderson  tt  Co.,  a  safe  for  office,  $125  ;  gave  in  payment 
our  cheque  for  $100,  and  our  note  at  30  days,  payable  at  the 
Bank  of  Ottawa,  for  balance,  $ — .  Receiv-nl  from  Geo.  Watts,  on 
acct.,  his  cheque  on  the  Union  Bank  for  $55.  Deposited  in  bank, 
$150.     Cash  sales,  $62.45. 

4.  H.  S.  Harper  deposited  as  an  addition  to  his  investment  cash,  $300. 

Sold  S.  H.  Perry  on  acct.,  30  lbs.  Japan  Tea  at  45c.;  5  lbs.  Coffee  at 
40c. ;  5  gals.  Coal  Oil  at  28c. ;  $— .  Sold  If.  I).  Wilson  on  acct.. 
3  boxes  Soda  Biscuits  at  25c.  ;  25  lbs.  Smoked  Ham  at  15c.  ;  75 
lbs.  Bk.  Bacon  at  13c.;  2  Wash-tubs  at  85c.;  $  — .  Received 
from  J.  C.  Ferguson,  his  note  at  one  month,  payable  at  the  Union 
Bank,  in  full  payment  of  his  acct.,  $ — .     Cash  sales,  $75.15. 

5.  Geo.  Watts  remitted  on  acct.  his  cheque  on  the  Bank  of  Ottawa  for 

$20,  Sold  A.  C.  Jones  on  acct.,  25  bush.  Potatoes  at  30c. ;  45  lbs. 
Bk.  Bacon   at  14c.;  5  crates  Peaches  at  $1.05;  10  gals.  Golden 
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Syrup  at  75c.  ;  $ — .  Bought  of  Lawrence  it  Co.  for  cash,  1  Office 
Desk,  $60.  Deposited  in  bank,  $100.  (Student's  name  here) 
withdrew  for  private  use  cash,  $50.     Cash  sales,  $95.50. 

6.  St)ld  A.  B.  Home  on  acct.,  2  cases  Canned  Peaches  at  $4.00 ;  5  cases 

Canned  Pears  at  $4.25;  2  boxes  Bloaters  at  $1.25;  5  gals.  M. 
Vinegar  at  35c.;  3  sacks  Rolled  Oats  at  $2.25;  $— .  H.  D. 
Wilson  settled  his  acct.  by  an  order  on  S.  H.  Wemys.s,  which  was 
immediately  paid  with  cash,  $— .  Paid  for  repairs  with  checiue, 
$10.20.  H.  S.  Harper  withdrew  for  private  use  per  cliecjue,  $50. 
Paid  Herbert  H.  Williams  on  acct.  of  salary  cash,  $5.  Cash  sales, 
$69.50. 

7.  Bought  of  Martin  *k  Co.,  Toronto,  8  sacks  B.  Rice,  250  lbs.  each,  at 

3^c.  ;  4  sacks  Patna  Rice,  lUO  lbs.  each,  at  5c.  ;  5  sacks  Pearl 
Tapioca,  100  lbs.  each,  at  4c. ;  12  hf.  bbls.  Filiatra  Currants,  200 
lbs.  each  gross,  tare  20  lbs.  each,  at  4|c. ;  10  boxes  Valencia 
Raisins,  30  lbs.  each,  at  $1.50,  $ — .  Gave  in  payment  our  clieque 
for  $132.60,  and  our  acceptance  cat  30  days,  payable  at  the  Bank 
of  Montreal,  for  balance,  $ — .  Paid  Amos  Dagg,  on  acct.  of  wages, 
cash,  $2.  Cash  sales,  $87.50. 
9.  Sold  S.  H.  Perry,  on  acct.,  6  lbs.  Cejdon  Tea  at  45c. ;  9  cans  Salmon 
at  120'.  ;  15  lbs.  S.  C.  Ham  at  16c. ;  22  lbs.  Bk.  Bacon  at  13c.  ;  2 
sacks  Rolled  Oats  at  $2.25  ;  $ — .  Deposited  in  bank,  cash,  $200. 
Cash  sales,  $52.10. 

10.  Sold  A.  A.  Caskey,  3  boxes  Bloaters  at  $1.30;  5  bush.  Potatoes  at 

30c.;  15  doz.  Eggs  at  12c.;  $ — .  Received  his  cheque  in  full 
payment.  Sold  A.  D.  Mi;rray  40  bush.  P(;tatoes  at  30c.  ;  15  sacks 
of  Gran.  Oatmeal  at  .$2.20 ;  $ — .  Received  in  payment  an  order 
on  S.  H.  Perry.     Cash  sales,  $49.65. 

11.  Bought  of  Sylvester  &l  Co.,  Toronto,  2  bbls.  Golden  Syrup,   79  gals., 

81  gals.,  at  38c.  ;  $ — .  Gave  cheque  in  full  payment.  Deposited 
in  bank,  cash,  $100.  S.  H.  Perry  refused  to  accept  A.  D.  Murray's 
order  and  it  was  returned.  Mr.  Murray  immediately  gave  his 
note  at  10  days,  payable  at  the  Imperial  Bank,  for  the  full  amount 
of  his  indebtedness,  $ — ■.     Cash  sales,  $76.20. 

12.  Sold  Geo.  Burton  on  acct.,  10  gals.  Vinegar  at  35c.;  25  lbs.  Cheese 

at  13c.;  5  doz.  Eggs  at  15c.;  3  lbs.  Corn  Starch  at  8c.  ;  12  lbs. 
Tapioca  at  4?,c.  ;  $     .     Cash  sales,  $35.72. 

13.  I'repaid  })er  che(]ue,    note  in  favor  of  Jas.  A.  Peters,  as  per  B.B. 

Discount  allowed,  60c.     Cash  sales,  $48.65. 

14.  Bought  of  Long  &  Wismer,  Toronto,  500  lbs.  Bk.  Bacon  at  lie; 

1000  lbs.  S.  C.  Ham  at  12c.;  451   lbs.  Spiced  Roll  at  lOc;  $— . 
Gave  in  payment  our  acceptance  at  10  days,  payable  at  the  Bank 
of  Montreal.     Cash  sales,  $72.35. 
16.   Paid  per  cheque  our  acceptance  favor  of  Sylvester  &  Co.,  due  this 
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day,  $ — .  Sold  A.  C.  Jones  on  acct.,  25  sacks  Oatmeal  at  $2.40 ; 
120  lbs.  S.  C.  Ham  at  16c.  ;  $  -.     Ca.sli  sales,  $27.60. 

17.  Bougiit  of  Smith  &  Sons,  Montreal,  20  bbls.  Patent  Process  Flour  at 

$:3.oO;  10  bbls.  ^tron<^  Baker's  Flour  at  .$3.00;  50  sacks  Rolled 
Oats,  at  ^31.50;  $  --.  Gave  in  payment  our  acceptance  at  30  days, 
paya])le  at  the  Bank  of  Commerce.  Paid  freight  per  cheque, 
$12.40.     Cash  sales,  .S3U.75. 

18.  Paid  Herbert  H.  Williams  on  acct.  of  salary,  per  cheque,  $15.     Cash 

.sales,  $59.45. 

19.  Deposited  in  bank   casl),  $1'    ,     Sold  Geo.   Watts  on  acct.,  150  lbs. 

Ham  at  15c.,  10  sacU  Oatiuoal  at  $2.25;  $— .     Cash  sales,  $48.72. 

20.  A.  B.  Home  paid  on  acct.,  per  cheque,  $12.50.      Deposited  in  bank, 

cash,  $48.50.     Cash  sales,  $39.70. 

21.  S.  H.  Perry  paid  on  acct.,  per  cheque,  $16.90,  which  was  immediately 

deposited.  Sold  N.  Cair-is  on  1.^3  note  at  2  months,  payable  at  the 
Bank  of  Montreal,  75  .  .  \x...).  Sugar  at  5c.,  150  lbs.  Yellow 
Sugar  at  4^c.,  28  lbs.  Ceylon  .^  r  '  4(»g.,  180  lbs.  Butter  at  12c, 
3  cases  Canned  Maokerel  uo  $;>.  !^C,  ^^  sacks  Cornmeal  at  $2.10; 
$— .     Cash  sales,  $7 '20. 

23.  J.  H.  May  paid  his  accep^^aiice  .u  iu^  as  ^  B.    and  the  bank  has 

placed  the  amount  to  our  credit,  4 —      ^-^■'>        •  ■■ ,  $45.90. 

24.  Issued  a  cheque  in  full  payment  of  our  note  due  this  day,  favor  of 

Comstock  &  Co.,  as  per  B.  B.  Face,  $ — .  Interest,  $ — .  Total, 
$ — .  A.  D.  ]Muri-ay  paid  his  note  due  this  day,  as  per  B.  B.,  with 
cash,  $ — .     Cash  sales,  $52.55. 

25.  Sold   H.  D.    Wilson  on  acct.,   3  lbs.    Mixed   Spice   at  25c.,   5  gals. 

Molasses  at  50c.,  6  gals.  Wh.  W.  Vinegar  at  30c.  ;  $  -.  Geo. 
Watts  paid  on.  acct.,  cash,  $30.  Deposited  in  bank,  cash,  $75.50. 
Cash  sales,  $49.20. 

26.  Bought  of  Sylvester  &  Co.,  Toronto,  on  our  acceptance  at  30  days, 

payable  at  the  Bank  of  Montreal,  6  hf.  chests  Congou  Tea,  59-9, 
61-10,  58-9,  62-10,  62-11,  59-10,  at  20c.;  6  hf.  chests  Japan  Tea, 
70-10,  74-11,  75-12,  69-9,  73-11,  72-10,  at  20c ;  $— .  Cash  sales, 
$28.40. 

27.  At  our  request  the  bank  paid  our  acceptance  due  this  day,  favor  of 

Martin  d'  Co.,  as  per  B.  B.,  $— .     Cash  sales,  $44.90. 

28.  Deposited  in  l)ank,  cash,  $100.     Sold   S.   H.    Mason  on  his  note  at  2 

mos.,  payal)]e  at  the  Bank  of  Montreal,  175  lbs.  Bacon  at  13c., 
400  ll)s.'Ham  at  15c.  ;  $—.  Cash  sales,  $60.50. 
30.  Paid  Herbert  H.  Williams,  per  che(iue,  balance  of  month's  salary, 
$ — .  Paid  Amos  Dagg,  per  chetjue,  balance  of  month's  wages, 
$ — .  J.  C.  Fergu.son  prepaid  his  note  as  per  B.  B.  Discount 
allowed,  25c.  Proceeds  deposited  in  bank,  $ — .  Cash  sales, 
$54.90. 
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NOTK. — The  student  is  ex]K'c,tetl  to  write  .all  chwines,  drafts,  invoices,  etc.,  in  proper  business  form, 
close  the  Ledger,  and  make  a  l''inancial  Statement  as  sliown  on  pa;^e  itri.  For  instructions  as  to  the 
method  of  dealing  with  partners'  a(, counts  si-e  Clui]i.  \'ll. 


SET  IV. -EXPLANATIONS. 

This  Set  is  a  continuation  of  Set  III.     The  new  features  are 
(a)  A  third  partner  is  admitted  into  the  business. 
(6)  Shipments  and  consignments  are  dealt  with.     See  Chap.  VI. 
(c)  The  Sales  Book  is  introduced  as  a  book  of  original  entry. 

THE  SALES  BOOK. 

As  the  Sales  Book  will  contain  a  record  of  all  sales  of  mtlse.  the  s[)ecial 
column  which  appeared  in  the  Journal  for  the  mouth  of  July  will  be  dis- 
pen.sed  with.  At  the  end  of  August  the  total  auiount  of  .sales  for  the 
month  (cash  sales  excepted)  will  l)e  posted  from  this  book  directly  to  the 
Cr.  side  of  the  Merchandise  Account  in  the  Ledger.     See  pp.  82  and  86. 

THE  CASH  BOOK. 

The  Cash  Book  for  this  month  assumes  a  more  practical  form  than  that 
given  on  pp.  80  and  81.  Two  additicnial  special  columns  appear  on  the 
right  hand  or  Cr.  side,  one  for  "  Bills  Payalile "  and  the  other  for 
"  Freight."  The  amount  of  cash  deposited  in  bank  is  regarded  as  cash  on 
hand  in  accordance  with  the  usual  practice  in  actual  ])usiness.  This  being 
the  case  it  will  be  necessary  when  testing  the  cori'octness  of  the  Cash 
Book  at  the  close  of  each  day,  to  take  into  acccjunt  the  balance  on  deposit 
as  shown  by  the  Bank  Chetjue  Book.     See  pp.  52  and  I  .'56. 

If  the  balance  shown  by  the  Cash  Book  does  n(^t  coitosjkjiuI  in  amount 
to  the  cash  on  hand,  as  found  by  actually  counting  it,  the  error  should  be 
discovered  if  possible  before  the  business  of  the  next  day  is  begun.  If  it 
cannot  be  located  a  "  correction  "  entry  .should  be  made  crediting  Mer- 
chandise when  there  is  a  surplus,  or  debiting  the  Cashier  when  there  is  a 
shortage.  If  the  error  is  found  afterwards  counter  entries  will,  of  course, 
be  made. 
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SET  IV. -GENERAL  PROVISION  AND   SHIPPING 

BUSINESS. 

PARTNERSHIP — THREE  PAKTNERS. 

Books  used — Jo'iirnal,  Cash  J»ook,  Involcp.  Book,  Sales  Book,   BUI  Book 
and  Ledyer,  the  Jirst  four  ax  hooks  of  ori(jin(d  entry, 

TRANSACTIONS. 

Oct.   1,    ISO'j. 


(Student's  name  here)  and  H.  8.  Harper  have  this  day  admitted  Stewart 
Kennedy  as  a  partner  to  caiTy  on  a  General  Provision  and  Shipping 
l)usiness  under  the  firm  name  of  (Stuffi'uf's  surnaine  //ere)  Hai-per  ct  Co. 
They  agree  to  share  gains  and  losses  according  to  investment. 

Stewart  Kennedy  invests  cash,  $1200;  Mdse.,  .«1100. 

2.  Paid  in  advance  rent  for  month  of  Oct.,  with  cash,  $40.     Tof\  out 

an  open  policy  of  insurance  on  warehouse  and  contents  for  $500() 
at  f %.  Paid  premium  per  cheijue,  $ — .  Increased  Iferhert  H. 
Williams'  salary  to  $75  per  mcmth  and  Amos  ])ugg's  wages  to  $15 
per  month.      Deposited  in  bank  cash,  $2000. 

3.  Shipped  to  Ferguson  &  Son.s,  St.  Catharines,  to  ])e  sold  on  our  acct. 

and  risk,  20  Dressed  Hogs,  5280  lbs.  at  $5.50 ;  $— .  Paid  ship- 
ping expenses  per  cheque,  $12. HO.      Ca,sh  sales,  $75.30. 

4.  Bought  of  Smith  &  Sons,  Montreal,  25  bbls.  Patent  Process  Flour  at 

$3.50 ;  10  bbls.  Strong  Baker's  Flour  at  $3.00 ;  20  sacks  Gran. 
Oatmeal  at  $1.75;  10  sacks  Rolled  Oats  at  $1.50;  22  sacks 
Cornmeal  at  $1.75  ;  $  — .  Kemitted  in  full  payment  a  bank  draft 
for  which  we  issued  our  che(}ue  (exchange  |  J.  Paid  freight  per 
cheque,  $11.60.     Ca.sh  sales,  $79.20. 

5.  Sold  Geo.  Watts  5  bbls.   Patent  Process  Flour   at   $3.75  ;  5  bbls. 

Strong  Baker's  Flour  at  $3.25;  200  lbs.  Long  Clear  Bacon  at 
10c.  ;  500  lbs.  Bk.  Bacon  at  13c.  ;  20  tubs  Lard,  60  lbs.  each,  net, 
at  10c.  ;  2  sacks  Standard  B.  Bice,  250  lbs.  each,  net,  at  5c. ;  $— . 
Received  in  payment  J.  Elliott's  note  in  favor  of  purchaser,  dated 
Sept.  18,  at  30  days,  payable  at  the  Baidc  of  Commei'ce,  for  $200  ; 
the  balance  to  remain  on  acct.,  $  — .      Cash  sales,  $72.10. 

7.  Shipped  to  jNIillertt  Anderson,  Kingston,  to  be  sold  on  our  acct.  and 

risk,  10  bbls.  Patent  Process  Flour  at  $3.50;  10  bbls.  Can.  Heavy 
Mess  Pork  at  $15;  500  lbs.  Pickled  Pork  at  10c.  ;  $— .  Paid 
shipping  expenses,  per  cheque,  $8.50.  Paid  for  repairing  store 
with  our  order  on  H.  D.  Wilson,  $5.05.  Paid  per  cheque  our 
note  in  favor  of  Anderson  <k  Co.,  as  per  B.B.,  $ — .  Cash  sales, 
$84.90. 

8.  Received  from  A.  L.  Young,  Walkerton,  to  be  sold  on  his  acct.  and 

risk,  300  boxes  Factory  Cheese,  19800  lbs.   gross,  tare  1800  lbs.. 
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invoiced  at  7c.  ;  paid  freight,  per  cheque,  $7.55.  Cash  sales, 
$80.90. 
9.  Ferguson  <fe  Sons,  St.  Catharines,  rendered  an  acct.  sales  of  goods 
shipped  to  them  on  the  3rd  inst.  Our  net  proceeds,  $330.  They 
remitted  a  sight  draft  on  R.  C.  Wagner  for  $230,  and  credited  us 
for  the  balance,  $ — .  Deposited  in  bank,  cash,  $200.  Geo.  Watts 
settled  his  acct.  in  full  with  his  note  at  30  days,  payable  at  tiie 
Bank  of  Montreal,  $ — .  Paid  H.  H.  Williams  $10  cash  on  acct. 
of  salary.     Cash  sales,  $75.40. 

10.  Sold  T.  PI.   Armstrong  from  A.  L.  Young's  consignment,  No.  1,  200 

boxes  Factory  Cheese,  13220  lbs.  gi-oss,  tare  1220  lbs.,  at  8|c.  ; 
$ — .  Received  in  payment  his  checjue  for  $800  and  his  note  at  10 
days,  payable  at  the  Bank  of  Commerce,  for  balance,  $ — .  Accepted 
A.  L.  Young's  draft  on  us  at  30  days,  payal)]e  at  the  Bank  of 
Montreal,  for  $1000.  Paid  our  acceptance,  favor  of  Martin  &i 
Co.,  as  per  B.  B.,  per  checjue,  $ — .     Cash  saltis,  .$00.45. 

11.  [Student's  name  A^/'e)  withdrew  for  pri\ate  use.   cash,  $55.91.      Pur- 

chased a  warehouse  for  $1100,  for  which  we  issued  our  checjiie. 
Deposited  in  bank,  cash,  $700.  Bought  of  Geo,  Burton  10  Dressed 
Hogs,  27C0  lbs.,  at  $5.50.  Gave  him  our  note  at  2  months,  pay- 
able at  the  Bank  of  Montreal,  to  balance  acct.,  $ — .  Cash  sales, 
$60.1.5. 

12.  Sold  Geo.  Watts  from  A.  L.  Young's  consignment.  No.  1,  100  boxes 

Factory  Cheese,  6000  lbs.  net,  at  8.'jC.  ;  $ — .  Received  in  payment 
Peter  Campbell's  sight  draft  on  R.  C.  Morrow  for  $400  and  cash 
for  balance,  $— .  Sold  A.  McKercher  200  ll)s.  S.  C.  Ham  at  13c., 
50  lbs.  Congou  Tea  at  3.5c.,  25  lbs.  Mocha  Coffee  at  40c.  ;  $— . 
Received  in  payment  an  order  on  K.  L.  Camp  for  $40,  the  balance 
to  remain  on  acct.,  $ — .  H.  S.  Harper  withdrew  for  private  use, 
cash,  $19.     Cash  sales,  $72.10. 

14.  Rendered    A.    L.    Young   an   acct.    sales    of   his    first   consignment, 

charging  2%  commission,  $3.50  for  storage,  $1.80  for  drayage,  and 
$1.50  for  insurance.  Net  proceeds,  $ — .  Remitted  T.  H.  Arm- 
strong's note  as  per  B.  B.  (taken  at  face  value)  and  cash  for  V)alance 
due  the  shippei-,  $— .     Cash  sales,  $87.60. 

15.  Bought  of  Scott  &  Jameson,  Montreal,  30  bbls.  Labrador  Herring,  at 

$5.50;  20  hlf.  bl)ls.  Newfoundland  Herring,  at  $2.50;  $— . 
Remitted  a  draft  in  full  payment,  for  which  we  issued  our  cheque. 
(Exchange  ^7.)  Paid  freight  per  cheque,  $7.60.  Purchased  a 
horse  for  $75,  and  a  dray  for  $42,  per  cheque ;  $ — .  Paid  cash 
for  repairing  store,  $5.  S.  H.  Perry  settled  his  account  by  giving 
an  order  on  Kellogg  &  Co.,  which  they  paid  per  cheque;  $ — . 
Cash  sales,  $52.25. 

16.  Bought  of  Scott  &  Jameson,  Montreal,  to  be  shipped  to  Ferguson  tt 

Sons,   St.    Catharines,   for  sale   on   our   acct.    and   risk,   50  bbls. 
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Labrador  Herring  at  $5.60.  Gave  in  payment  our  acceptance  at 
30  days,  payable  at  the  Bank  of  Montreal,  $ — .  Sold  J.  H. 
MaephcTHon,  on  acct.,  5  bbls.  Patent  Process  Flour  at  $3.80 ;  6 
bbls.  Strong  Inker's  Flour  at  .$3.40;  200  lbs.  Bk.  Bacon  at  13c. ; 
50  lbs.  Japan  Tea  at  37c.  ;  100  lbs.  Patna  Kice  at  7c.;  $ — .  Paid 
for  advertising,  cash,  $10.50.  Prepaid  our  acceptance  favor  of  A. 
L.  Young,  as  per  JM>. ;  discount  at  6%  allowed.  Kemitted  a  bank 
draft  which  we  purchased  with  cash,  $ — .  (Exchange  ^%.)  De- 
posited in  bank,  cash,  .f300.     Cash  sales,  $75.60. 

Stewart  K(!nn('dy  withdrew,  for  private  use,  $100,  per  cheque. 
Bought  of  James  Long,  100  Dressed  Hogs,  24,050  lbs.  at  $5.40. 
(rave  cheque  in  full  payment,  $ — .  Shipped  directly  50  of  these 
Hogs,  12,000  lbs.,  to  Fei-guson  it  Sons,  St,  Cathai-ines,  to  be  sold  on 
our  acct.  and  risk.  Paid  Shipping  Expenses,  per  cheipie,  $9.50. 
Miller  &  Anderson,  Kingston,  rendei-ed  an  acct.  sales  of  our 
shipment  to  them  of  the  7t'h  inst.  Net  I»roceeds,  $259.60.  They 
remitted  a  draft  on  the  Bank  of  Commerce,  purchased  with  that 
amount.     (Exchange  J%.)     Cash  sales,  $72.80. 

Received  A.  L.  Young's  .second  consignment,  consisting  of  120  boxes 
of  Ciieese,  6720  lbs.  gross,  tare  660  lbs.,  invoiced  at  7^,c.  Paid 
freight,  $3.60,  per  cheque.  Paid  H.  H.  Williams,  cash  on  acct.  of 
salary,  $15.  Bought  of  A.  C.  Jones,  on  acct.,  2500  lbs.  Beef  at 
4|c. ;  300  bush.  Potatoes  at  25c.,  $ — .  A.  B.  Home,  paid  on 
acct.,  cash,  $17.75.     Cash  sales,  $77.35. 

Geo.  Watts  prepaid  his  note  as  per  B.B.,  discount  at  6%.  Proceeds 
deposited,  $ — .  Paid  A.  C.  Jones  on  acct.,  cash,  $87.50.  Paid 
cash  for  postage  and  stationery,  $2.60.     Cash  sales,  $60. 

21.  J.   Elliott  paid  his  note  as  per.B.  B.,  per  cheque,  $ — .     Paid  our 

acceptance  favor  of  Smith  &  Sons,  as  per  B.  B.,  with  cash,  $ — . 
Sold  A.  H.  Smith,  on  acct.,  15  lbs.  Rio  Coffee  at  30c.  ;  12  lbs. 
Mocha  Coffee  at  45c.  ;  25  lbs.  Carolina  Rice  at  9c. ;  100  lbs.  Gran. 
Sugar  at  5c.  ;  100  lbs.  Bright  Yellow  Sugar  at  4c.  ;  100  lbs.  Bk. 
Bacon  at  1 3c. ;  2  bbls.  Labrador  Herring  at  $6.  $ — .  Cash  sales, 
$70.10. 

22.  Drew  on  Ferguson  &  Sons,  St.  Catharines,  at  10  days  for  $200.     Paid 

cash  for  cleaning  store,  $1.50.  Sold  Andrew  Laing  on  acct.  5  bbls. 
Flour  at  $3.50,  2  sacks  Oatmeal  at  $2  ;  $— .     Cash  sales,  $6 1.90. 

23.  Sold  to  James  A.  Black  118  boxes  of  Factory  Cheese,  5960  lbs.  net, 

at  9c.,  this  being  the  whole  of  A.  L.  Young's  second  consignment 
(2  boxes  damaged)  received  on  the  18th  inst.  Received  in  full 
payment  his  cheque  on  the  Bank  of  Commerce.  $  — .  K.  L. 
Campbell  paid  or  acct.,  cash,  $15.  Sold  A.  McKercher  on  acct., 
5  tins,  25  lbs.  each,  choice  Ground  Coffee  at  45c.,  2  sacks  Japan 
Rice  at  $5,  3  sacks  Pearl  Tapioca  at  $3.50,  5  pails  Lard,  20  lbs. 
each  net,  at  lie, ;  $ — .     Cash  sales,  $64.10, 
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Rendered  A.  L.  Young  an  acct.  sa1(\s  of  his  second  consignment, 
charging  2%  connnission,  $1.60  for  stni-agc!,  $1.10  for  drayage,  and 
$1.2U  for  insurance.  Net  proceeds,  $ — .  Kcniittcd  a  draft  pur- 
chased with  cash  for  amount  due  the  shipper.  (Exciiange  j^  ^.)  Cash 
sales,  $35.20. 

Sold  A.  G.  Hay  on  his  note  at  2  months,  ])ayable  at  the  Bank  of 
Montreal,  120  lbs.  Gran.  Sugar  at  He.  ;  10  ll)s.  Congou  Tea  at  38c.; 
6  lbs.  Mocha  Cott'ee  at  4ru!.  ;  3  kegs  ]Mixed  Pickles,  5  gals,  each,  at 
500.;$—.      Cash  sales,  $14.50. 

Received  from  FcM-guson  it  Sons,  St.  Catharines,  an  acct.  sales  of  ship- 
ment to  them  of  the  16th  inst.  Net  proceeds,  $302.50.  They 
remitted  theii-  che(|ue  for  the  whole  amount  due  to  us  up  tcr  date, 
$ — .  Bought  of  John  Camcfon,  for  cash,  50  tubs  Dairy  Butter, 
26.30  lbs.  net,  at  12c  ,  $  -.  Cash  sales,  $63.70. 
28.  A.  B.  Home  closed  his  acct.  by  an  older  on  A.  C.  Jones  which  Mr. 
Jones  accepted,  $ — .  I)i-e\v  on  Ferguson  &  Sons,  St.  Catharines, 
at  10  days  for  $300.      Cash  sales,  $70.20. 

Shipped  to  Miller  &  Anderson,  Kingston,  to  b(!  sold  on  our  acct.  and 
risk,  180  bbls.  Su])ei'ior  Flour,  which  we  have  this  day  })urchased 
from  Cummings  &  Co.  for  cash,  at  $3  per  bbl.  P;iid  shipping  ex- 
penses, per  cheque,  $12.50.  Paid  our  acceptance fa\-or  (»f  Sylvester 
&  Co.,  per  che(jue,  $ — ■.     Cash  sales,  $58.75. 

Sold  James  Mason,  on  his  note  at  30  days,  5  l)bls.  Mess  Pcjrk  at  $15  ; 
200  lbs.  Bk.  Bacon  at  13c.  ;  $— .     Cash  sales,  $65.50. 

Paid  H.  H.  Williams  balance  of  salary  for  Oct.,  per  cheque,  $— . 
Paid  Amos  Dagg,  wages,  for  Oct.,  per  clie(|ue,  $ — .  A.  Mc- 
Kercher  paid  on  acct.,  cash,  $40.     Cash  sales,  $89.30. 

Inventories. 


i;9. 


30 
31 


Merchandise   

*  Shipment  to  Fermisim  <fe  S(ins,  No.  'A 
Shipment  to  Miller  &  Anderson,  Xo.  2.  . 

Expense  

Office  Furniture 


...   81402  -A 

(i.lT  r)0 

....      ^^r^^l  50 

....      11700 

21)5  00 

Real  Estate     11 00  00 

Insurance  (unexpired) 16  O'J 


Total StUO  r)4 

Students  Net  Investment    .$ 

"  "     Cain 


Worth. 


§- 


*  The  goods  betonprinfr  to  this  shipment  were  invoiced  at  $''i48  ;  the  shippintr  expenses  amounted  to 
$9.50.  As  it  may  1)6  reasonably  assumed  that  tlie  firm's  interest  in  the  sliiptneiit  is  actually  worth  the 
invoice  price  of  the  poods  plus  the  amount  of  shipi)in^f  ex)>enses,  the  siiiiiment  accciunt  may  very 
properly  be  closed  '"Hy  Bal.  Inv."  .«(i.'>7.riO.  Tliis  is  a  point,  liowever,  on  \vhi<;h  there  ishy  no 
means  unanimity  of  opinion.  The  student  should  be  able  to  make  closing  entries  corre.sponding  to 
different  views  held, 


234  API'KNDIX. 

H.  S,  Harper's  Net  Investiricnt $ 

"     (iain 

••  "     Worth $ 

Stewart  Kennctly's  Net  fiivestincnt $ 

"  "     (Jain 

"  "     Worth )? 

NoTK.    Tlic  Htndcnl  Ih  cxiit'cli'd  to  write  nil  cIkmiucs,  drafts,  invoiccH,  rti\,  in  itroptT  liiisincHH  form, 
close  llio  JA'd^tT,  mid  niaki'  a  Kiiiiincial  Stalciiii'iit. 


SET  V.  -EXPLANATIONS. 

Tliis  Set  is  a  cuntinufiiiou  of  tlie  previous  oue.  Its  most  important 
features  are  : — 

(a)  The  a(lmissi(m  of  a  fourth  ])arlii('r. 

(h)  The  introduction  of  Shipment  Co.  find  Mercliandise  Ca).  aocounts. 
See  pp.  102  and  10.'?. 

(r)  The  transf(!i'i'ing  of  accounts  fi'oni  an  ohl  Ledger  to  a  new  om;.  See 
page  139. 

SET   V.  -  WHOLESALE    PROVISION    AND    COMMISSION 

BUSINESS. 

Books  used — The  same  as  for  Set  IV. 

PARTNERSHIP — FOUR  PARTNERS. 


• ,  Nov.   ],  lS9,->. 

The  firm  having  tins  day  decid(>d  to  carr}^  on  a  Wholesale  Provision 
and  Shipping  Busin(^ss,  sold  at  cost  to  C.  A.  Harvey  !$13G5  worth  of  goods 
from  store.  Received  in  payment,  cash,  $1000,  and  C.  A.  Harvey's  note 
at  3  months,  endorsed  by  A.  C.  Jones  f(jr  balance,  $ — -.  This  note  bears 
interest  at  7%,  and  it  is  payable  at  the  Bank  of  Montreal. 

J.  S.  Craig  is  admitted  as  a  partner,  gains  and  losses  to  be  shared  in 
proportion  to  investment.  Mr.  Craig  invests  casli,  $800,  and  Mdse., 
$1500. 

Leased  warehouse  formerly  occupied  to  C.  A.  Harvey  at  $20  per 
month,  and  rented  J.  S.  Craig's  office  and  warehouse  for  our  use  at  $45 
per  month. 

He-engaged  Herbert  H.  Williams  as  accountant  at  $80  per  month ;  in- 
creased Amos  Dagg's  wages  to  $25  per  month. 
2.  K.  L.  Campbell  paid  cash  in  full  of  acct,  $ — .  Sold  J.  H.  Orr  10 
bbls.  Superior  Flour  at  $3.20;  1 J  sacks  Cornmeal  at  $2  ;  15  sacks 
Rolled  Oats  at  $1.75  ;  20  kegs  Mixed  Pickles,  5  gals,  each,  at  40c.; 
$ — .  Received  in  payment  cash,  $18.25,  and  his  acceptance  at  30 
days  for  balance,  $— .     Deposited  in  bank,  cash,  $1000. 
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4.  Bouf^ht  of  AFurray  it  Scott,   (»ucl|)li,   for  casli,    100  sacks  Clnni.  Oat- 

meal at  $1. If)  ;  f)0  sacks  Rolled  Oats  at  .*l.r)2;  20  l)l)l.s.  Shoulder 
Moss  Pork  at  $13;  10  tul)s  Creamery  Putter,  (iO,  65,  (h,  09,  5S, 
58,  5(5,  59,  67,  69,  tare  9  Ihs.  each,  at  15c.,  $  -.  Fer^'usori  it  Sons 
paid  their  accept aiu'o  duo  this  day  as  per  I>.  H.  per  })aidv  di-aft  in  our 
favor,  $ — .      Paid  for  OlHeo  Pooks  and  Stationery  cash,  ij^lO. 

5.  For^^'uson  &  Sons,  St.  Catharines,  rendered  an  acct.  sales  of  our  third 

lipmont  to  them.  Our  net  proceeds,  $087.50.  They  remitted  a 
bank  draft  purchased  with  tho  amount  duo  us,  $— .  .).  11. 
IMcPherson  paid  on  acct.  cash,  $50. 

6.  Ship[)(!d  to   Miller  it  Co.,  Godfu-ich,  to  be  .sold  on  joint  acct.  and  risk, 

each  ono-hali,  150  bbls.  Northern  Spy  Apphis  at  $1.80;  210  hbls. 
Snow  Aj)ples  at  $2  ;  $ — .  Paid  shipi)in^  (ixpeiisesper  cIhm^uo,  $20. 
J.  S.  Craij,'  withdrew,  for  pri\at(!  use,  pei-  che(|ue,  .i*.'5;i..'54. 

7.  HectMved  fi'om  A.  Jj.  Youu<f,  Walkerton,  to  \h'  sold  (»n  joint  acct.  and 

risk,  each  ono-half,  150  boxes  Factory  Cheese,  9750  lbs.  gros.s,  tai'o 
850  lbs.,  at  7^0.,  $— .  Paid  freight,  per  ch(>(pio,  $1.50.  \. 
McKercher  gave  us  an  order  on  A.  C.  Jones  for  $21.90,  in  p;irt 
paynuMit  of  acct. 

8.  Miller  &  Anderson  rendered  an  acct.  sales  of  our  second     hipmont  to 

thom.      Our  net  proceeds,  $582.20.      They  remitted  a  sight  draft. 
m  Hutchings  &  C(x  for  $200,  an  order  on  C.    L.   Cowan   for  $200, 
ud  cash  for  balance,  $ — .     Mr.  Cowan  immediately  paid  the  order 
jjer  cliecjue. 

9.  Sold  Johnson  &  Watson,  for  cash,  from  A.  L.   Yo    iig's  consignment, 

on  joint  acct.  of  the  7th  inst.,  100  boxes  Factory  Cheese,  0520  ll)s. 
gross,  tare  500  lbs.,  at  lOc,  $ — .  Drew  on  Miller  it  Co.,  Ooderich, 
at  30  days,  for  $200.  Sold  C.  A.  Harvey  20  sacks  Gran.  Oatmeal 
at  $1.90;  5  bbls.  Mess  Pork  at  $14.,50;  300  lbs.  Pk.  Paeon  at 
12c.;  15  tubs  Lard,  each  00  lbs.  net,  at  9.U".  ;  10  ])bls.  Lalxadoi- 
Herring  at  $5.80;  10  bbls.  Dairy  Salt  at  $1.40;  $— .  Received 
in  payment  cash  $100,  and  his  acceptance  at  30  days,  payable  at 
the  Pank  of  Montreal,  for  balance,  $ — . 

11.  S.  H.  Mason  prepaid  his  note  as  per  P.P.  Discount  allowed  30c. 
Proceeds  deposited,  $ — .  Fei-guson  it  Sons  remitted  a  draft  in 
payment  of  their  note  as  per  P.P.,  $ — .  Accepted  A.  L.  Young's 
draft  on  ns  at  10  days,  payable  at  the  Pank  of  Montreal,  for  .$."i00. 
Pought  of  Phelps  ct  Orr,  Kincardine,  500  bbls.  Fine  Salt  at  $1.20. 
Remitted  in  full  payment  a  bank  drn-ft,  for  which  we  issued  our 
checpie,  $ — .  Paid  freight  $15.50,  per  choijue.  Discounted  C.  A. 
Harve3''s  note  as  per  P.  P.,  at  8%.     Proceeds  deposited,  .$ — . 

13.  Shipped  to  Ferguson  &  Sons,  St.  Catharines,  for  .sale  on  joint  acct., 
each  one-half,  250  sacks  Gran.  Oatmeal  at  .$1.00,  50  sacks  of  which 
was  taken  from  store  and  the  remainder  was  purchased  from 
Denny  &  Co.  for  cash.     Paid  shipping  expenses,  per  cheque,  $8.20. 
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15. 


16. 


18. 


19. 


20. 
21. 

•^  ^  * 

2:j. 

24. 


25. 


Bought  of  J.  H.  Douglas  for  sliipment  to  Brown  tt  Co.,  Hainilton,  on 
joint  acct.  and  risk  each  one-lwilf,  140  tubs  Dairy  Butter,  <500  lbs. 
net,  at  r2c.  Gave  our  cheque  in  payment.  Paid  for  shipping 
expenses,  cash,  .$10.60.  Paid  A.  C.  Jones  in  full  of  acct.,  cash, 
^ — • 

Sold  H.  L.  Dunbar  the  remainder  of  A.  L.  Young's  consignment  on 
joint  acct.  of  the  7tli  inst.,  50  boxes  Factory  Cheese,  3230  lbs. 
gross,  290  lbs.  tare  at  10k.  ;  100  bbls.  Fine  Salt  at  §1.25  from 
store  ;  $  -.  Received  in  i)aynient  Korr  &  Co.'s  sight  draft  on 
J.  H.  Douglas  for  li?200,  and  cash  for  balance,  $ — .  Paid  for 
advertising,  per  cheque,  $T0. 

Miller  &  Co.  rendereil  an  acct.  sales  of  our  shipment  (first)  to  thera  on 
joint  acct.,  of  the  Gth  inst.  Our  .',  net  proceeds,  $380.  They  re- 
mitted in  2)art  ])ayment  a  sight  (haft  on  Caii'us  6c  Hallidav  for 
$200. 

Rendered  an  acct.  sales  of  A.  L.  Y(»ung's  consignment  on  joint  acct. 
of  the  7th  inst.  Charges:  Freight,  $4.5) ;  dray  age,  $1.10;  storage, 
Ic.  per  box,  $— ;  insurances,  $1.20;  commission,  2%  on  sales, 
$ — .  Our  ^  net  proceeds,  $  — .  A.  L.  Young's  ^  net  proceeds, 
$ — .  Remitted  a  bank  draft  purclijised  with  cash  for  whole 
amount  due  the  consignor,  $ — .  Purchased  a  new  office  safe  for 
$175.  The  old  safe  gi\en  as  part  payment,  $120  ;  the  l)alance 
paid  per  cheque,  $ — .  Paid  our  acceptance  favor  of  Scott  tt 
Jameson  as  per  li.  B.,  per  checpie,  $ — . 

Ferguson  &  Sons,  St.  Catharines,  rendered  an  acct.  sales  of  our  ship- 
ment (first)  to  them  on  joint  acct.,  of  the  13th  inst.  Our  }y  net 
proceeds,  $215.  They  remitted  a  sight  diaft  on  Hilker  it  Co.  for 
$250  and  their  note  at  one  month,  dated  Nov.  18,  1895,  and  pay- 
able at  the  Bank  of  Connnerce,  to  close  acct.,  $  — . 

Discounted  at  8/^  Ferguson  it  Sons'  note,  dated  18th  inst.,  as  per 
B.  B.      Proceeds  deposited,  $ — . 

Andrew  Laing  did  $10  worth  of  work  at  repairing  store  ;  the  amount 
is  placed  to  his  credit. 

Brown  &  Co.,  Hamilton,  rendered  an  acct.  sales  of  our  shipment 
(first)  to  them  on  joint  acct.  of  the  I4th  inst.  Our  I  net  proceeds, 
$470.30,  which  amount  they  have  placed  to  our  credit.  Paid 
Herbei't  H.  Williams  $25,  per  cheque,  on  acct.  of  salary. 

Sold  Baker  &  Son  300  bl)ls.  Fine  Salt  at  $1.30;  30  sacks  Gran. 
Oatmeal  at  $1.90  ;  $ — .  Received  in  payment  J.  F.  Hooi>er's  sight 
draft  on  A.  Cameron  for  $150,  a  "marked"  cheque  on  the  Bank  of 
Connnerce  for  $100,  the  balance  on  acct.,  $ — . 

Paid  our  acceptance  favor  of  A.  L.  Young,  as  per  B.B.,  with  our 
che(|ue,  $ — .     Paid  Amos  Dagg,  on  acct.  of  wages,  })er  cheque,  $5. 

Received  from  Miller  &  Co.,  Goderich,  for  sale  on  joint  acct.  and 
risk,    each   one-half,    500  bl)ls.    Fine    Salt   at  $1.00.     They   paid 
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shipping  expenses,  $10,  and  on  receiving  the  goods  we  paid  freight, 
$25,  per  cheque. 
26.   Compromised  witli  Noil  Cainis  for  the  payment  of  his  note  (past  due) 
at  60c.  on  the  dollar.      Proceeds  deposited,  .$ — . 

28.  Sold  James  Hay,  for  cash,  from  Miller  tt  Go's  consignment  on  joint 

acct.  of  the  25th  inst.,  300  bbls.  Fine  Salt  at  $1.25.  Paid  cash 
for  stationery,  $5;  for  telegram,  .^)0c. 

29.  Shipped  to  Ferguson  <k  Sous,   St.  Catliarines,   for  sale  on  joint  acct. 

and  risk,  each  one-half,  150  Dressed  Hogs,  30,600  lbs.,  whicli  we 
purchased  from  H.  IX  Currell  at  $5.30.  Gave  in  payment  James 
Mason's  note  as  per  B.B.,  $ — ,  our  sight  draft  on  Baker  &  Son, 
for  $100,  and  cash  for  balance,  $  — . 

30.  Sold  C.  A.  Harvey,  for  cash,  the  I'emainder  of  Miller  &  Go's  consign- 

ment on  joint  acct.  of  the  25th  iust.,  200  bl)ls.  Fine  Salt  at  $1.25. 
Rendered  an  acct.  sales  of  the  same,  charging  2^  conunission,  2c. 
per  h\)\.  for  storage,  $6.50  for  di-ayage,  and  $1.80  for  insurance. 
Our  ^-  net  proceeds,  $ — .  Paid  H.  H.  Williams  balance  of  salary 
for  month,  per  che(|ue,  $ — .  Paid  Amos  Dagg  balance  of  wages 
for  month,  per  cheque,  $ — .  C.  A.  Harvey  paid  rent  foi"  ware- 
house with  cash,  $20.  Paid  J.  S.  Craig  the  amount  due  him  for 
rent  per  checjue,  $ — . 

Tiirnttor'tcs. 

Merchandise $l.'?fl6  91 

Shipment  Co.  No.  4.  ( I"".  &  S. ) 810  90 

Expense 114  10 

Office  Furniture 280  00 

Real  Estate 1 100  00 

Total  Net  Gain,  $-- -.  Net  Cain  of  each  Partner,  $— .  Net  Worth 
of  each  Partner,  $ — . 

Note. — The  student  will  write  all  coricspoiuk'nci',  notes,  drafts,  cIkvuics,  etc.,  in  connect  ion  with 
the  business.    At  the  end  of  the  month  the  hooks  will  he  closed  and  a  financial  statenient  will  lie  made. 

SYNOPTIC    STATEMENT. 

A  synoptic  statement  similar  to  that  given  })elow  is  of  much  practical 
value  to  the  manager  of  a  l)usiness,  as  it  presents  at  a  ghuice  the  most 
important  results  of  the  business  for  different  jicriods  —  mcmths,  half-years, 
or  years,  as  may  lie  desiivd — thus  affording  ])roper  data  on  which  to  base 
such  comparisons  as  are  necessary  for  (icterinining  the  best  course  to 
pursue  in  future.  The  student  will  niake  out  from  the  financial  statements 
for  Set  III.,  Set  IV.,  and  Set  V.,  a  comparative  statement  of  the  following 
form  : 


i    I 


:i    . 
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SjTioptic  Financial  Statement— Sets  III.,  IV.  and  V. 


Resources 

Pernonol  Accoinil.s  in  o>ir  furor 

Cash  on  hand 

lit  /.f  JieceiiHihlf  on  hand 

Aferchandise.  ( Inr. )    

Office  F^tmiture  ( Ino. ) 

Jie(tl  Edate  ( Inv.) 

Shipr)ienls  ( Inv. ) 

Shipment  Cofi.  (  fnr.J 

Expenm  (  fu». ) 

hiHurance  (  Unexpii-edJ 


ToUd 

Liahilities. 

Permiml  Arrountu  atjainxt  us  . . 
Billii  Payah/e  outukindinij 


Totrd. 


Present  iVorth  of  Firm . 


Merchandise .  . 
Shipments .... 
Shipment  Cos. 
Mdse.  Cos.  .  . 
Covimission  . . 

Storaije 

Draifnije   

Insurance 

Int.  and  Euch , 


Gains. 


Total. 


Expense 

Salaries 

Hent 

Freii/ht 

Insurance 
Office  Furniture. 
Inf.  and  Exch.  . 
Shi))ments . 
Bills  Peceivable . 


Losses. 


Total 

Net  Gain  for  Firm. 


Sept. 


Oct. 


Nov. 
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i  V. 


Nov. 


Synoptic  Financial  Stateraent— (Continued). 


Net  Investment 
"   Gain 

"   Loss. 


(Student's  name  here. ) 


Net  Worth 


Stewart  Kennedy. 

Net  Investment 

"    Gain 

'*   Loss 


Net  Worth    .  .  . 


Hate  %  of  Gain  on  Net  Sales 

"     "  '  Loss 

'      "      Gain  on  Net  Investment . 

"     "      Loss 


Sr.PT. 


Oct. 


Nov. 


H.  S.  Ear  per. 

Net  Investment 

"   Gain 

* '   Loss 

1 

! 

1 

1 

1 
1 

Net  Worth 

i 

J.  S.  Craig.                       \ 

Net  Investment 

"    Gain   ' 

"     Loss 

Net  Worth 

1 

Total  P nrchaxes  for  Month      

■1 

Total  Sales            "        "          



SET  VI.-MANUFACTURING  BUSINESS. 

Books  used — Journal,  with  a  Special  Column  for  MJse.  Sales,  Cash  Ihok, 

Bill  Book,  I'iitie  Book  and  Ledijer. 

,  March  ii,  ISdG. 

H.  L.  Thompson  and  {StudeAit^s  name  here)  have  this  day  formed  a  co- 
pai^tnership  for  the  purpose  of  carrying  on  a  General  Biscuit  and  Confec- 
tionery Manufacturing  Business  under  tlie  firm  title  of  Thompson  &  {Stu- 
dent's surname  here).  Either  partner  is  to  be  allowed  interest  at  the  rate 
of  8%  per  annum  on  the  excess  of  his  investment  over  that  of  the  other. 
After  deducting  such  interest  gains  and  losses  are  to  be  shared  equally. 


ill 
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Received  from  Holden  &  Co.  a  lease  for  a  period  of  ^  years  of  their 
buildings,  machinery,  etc.,  situate  on  the  corner  of  Wellington  and  Har- 
grave  Streets,  at  the  rate  of  .f  2400  per  annum,  payable  monthly. 

H.  L.  Thompson  invt'sts  cash  $7500,  C.  S.  Gilroy's  note  dated  Jan.  9, 
1896,  at  2  months,  payable  at  the  Bank  of  Montreal,  for  $1095,  bearing 
interest  at  8%.     Int.  accrued,  $ — .  Total,  8 — . 

(Stit(k)it's  tinvie  here)  invests  cash  $3000,  material  for  Biscuit  Depart- 
ment valued  at  $2500.     Total,  $— . 

Bought  of  Holden  &  Co.  for  cash  tlieir  entire  stock  of  material  and 
manufactured  goods  as  per  inventories  : 

Material  for  Biscuit  Department $  .500  00 

Material  for  Confectionery  Department 2000  00 

Manufactured  (ioods — Biscuita 800  00 

Manufactured  Goods — Confectionery 400  00 

I.S700  00 

Engaged  ])avid  Gi'aham  as  accountant  at  $900  per  annum,  Miss  Mary 
Marrs  as  typewriter  at  $32  per  month,  James  Calder  as  general 
stock-keeper  at  $00  per  month,  Amos  C.  Hine  as  foreman  of 
Biscuit  Manufacturing  Department  at  $720  per  annum,  C.  S. 
Miller  as  foreman  of  Confectioneiy  Manufacturing  Department  at 
$720  per  annum,  J.  S.  Riggs,  A.  F.  Ne}',  B.  C.  Cooper,  Stephen 
Lane,  J.  K.  Culver,  B.  S.  Millov,  Charles  Watt,  at  $1.80  per  day, 
M.  Cassells,  C.  A.  FisluM-,  A.  "M.  Kennedy,  R.  Rhodes,  E.  H. 
Gilmour,  M.  K.  Sturi-ock  at  $1.00  per  day,  M.  A.  Stratton,  H. 
C.  Eraser,  at  80c.  per  day.  p]mployees  are  to  be  paid  on  the  last 
day  of  each  month ;  services  to  be  reckoned  from  beginning  of 
INIarch.  Bought  of  The  Copp  Clark  Co.,  Toronto,  for  cash,  a  set  of 
Office  Books,  $30. 

2.  Bought   of    Martin   &    Mitchell,    Goderich,    Flour,    etc.,  for  Biscuit 

Department,  as  per  Invoice  No.  — ,  $460.  Gave  in  payment  our 
acceptance  at  15  days,  payable  at  the  Bank  of  Montreal.  Paid 
cash  for  freight,  $18.60.  IJought  of  Bole  &  Co.,  Toronto,  for  cash, 
Sugar,  etc.,  for  Confectionery  Department,  as  per  Invoice  No. — , 
$3.50.  Paid  cash  for  freight,  $20.  Sold  Cameron  &  Campbell  10 
crates  Soda  Biscuits,  each  containing  48  cartons  at  20c ;  50  boxes 
Imperial  Biscuits,  25  lbs.  each  at  15c. ;  5  bbls.  Mixed  Candies, 
240  lbs.  each  at  o^c.  ;  $  -.  Received  in  payment  their  acceptance 
at  15  days,  payable  at  the  Merchants  Bank.  Deposited  in  the 
Bank  of  Montreal,  cash,  $5000. 

3.  Took  out  Insurance  Policy  for  $6000  (each  department  $3000),  for 

one  year.  Paid  premium,  per  cheque,  $120.  Bought  of  Ellis  & 
Sons,  Hamilton,  Essences,  etc  ,  for  Confectionery  Department,  as 
per  Invoice  No. — ,  $240.  Remitted  draft  in  payment,  for  which  we 
issued  our  cheque  (Exchange  ^%).     Paid  cash  for  freight,  $0.20. 
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gold  J.  A.  :McLeod,  for  cash,  20  bbls.  Arrowroot  Biscuits,  1200 
lbs.  at  lie;  10  bbls.  Fruit  Jiiscuits,  700  lbs.  at  10c. ;  200  boxes 
Oyster  Biscuits,  4000  lbs.  at  7c.,  $ — .  Sold  James  INIarkham, 
Clinton,  on  his  acceptance  at  15  days,  payable  at  the  Merchants 
Bank,  50  pails  Acid  Drops,  1250  lbs.  at  12c.;  5  pails  Licorice 
Pellets,  140  lbs.  at  30c. ;  50  bottles  Assorted  Tablets  at  $1,  $— . 
Sold  Harvey  &  Kennedy,  Seaforth,  1 00  boxes  Arrowroot  Biscuits, 
1700  lbs.  at  6c.  ;  5  bbls.  IVIaplo  Chocolates,  1020  lbs.  at  18c.  ;  30 
boxes  Wrapped  Taffy  at  $1  ;  .$ — .  lleceived  in  payment  their 
acceptance  at  30  days. 

4.  Sold  J.  H.  Howell,  London,  on  his  acceptance  at  2  months,  50  bbls. 

Soda  Biscuits,  3300  llis.  at  6c.,  .$— . 

5.  Bought  of  Cooper  &  Smith,  London,  on  our  acceptance  at  10  days, 

payable  at  the  Bank  of  Montreal,  Barrels,  lioxes,  etc.,  as  per 
Invoice  No. — ,  for  Biscuit  Dept,  ii^200  :  for  Confectionery  Dept., 
Si 00.  Paid  cash  for  freight,  $12.  Sold  Harvey  &  Miller,  for 
cash,  25  bbls.  Mixed  Candies,  5400  lbs.  at  7c. ;  $  -. 

Bought  of  Turnbull  &  Robb,  Toronto,  on  our  acceptance  at  15  days, 
Glucose,  etc.,  for  C*onfectionery  Dept.,  as  per  Invoice  No. — ,  $300. 
Paid  freight  per  cheijue,  $12.50.  H.  L.  Thompson  withdrew 
cash,  $200. 

Sold  Per-ry  &  Co ,  Brantfoi-d,  50  bbls.  S(jda  Biscuits,  3200  lbs.  at 
6c.  ;  10  boxes  Ginger  Snaps,  300  lbs.  vt  8c.  ;  5  boxes  XX  Snaps, 


6 


1 40  lbs.  at  5c. 
months. 


Received  in  payment  their  acceptance  at  2 


NoTK. — The  time  of  eniploj-oes  up  to  this  date  is  ffiven  in  full  on  paj^'e  24.'i.  The  division  of  labor 
shown  hy  the  Time  ISook  for  the  first  week  will  he  maintained  throTijfhout  the  month  ;  10  hours 
I'onstitute  a  workiiij,'  i\ny.  The  student  will  enter  the  time,  as  re)>orted  each  day,  into  the  proper 
Time  Hook.    For  the  sake  of  brevity,  onlj'  the  time  trained  or  lost  is  given. 

9.  Sold  Miinuing  Sc  Fraser,  Chatham,  on  their  acceptance  at  2  months, 
15  bbls.  People's  Mixed  Biscuits,  950  lbs.  at  12c.;  50  boxes 
Oatmeal  Wafers,  900  lbs.  at  1  Ic. ;  $~. 

Time  —Lost,  Stephen  Lane  I  day.     Gained—  J.  K.  Culver  2  hrs. 

10.  Paid  cash  for  Stationery,  $5.     Sold  P.  C.  Riley,  for  cash,  100  boxes 

Almond  Rock,  500  lbs.,  at  18c.  ;  50  pails  Butter  Chocolate,  1250 
lbs.,  at  16c.;  $ — .  Sold  J.  H.  Howell,  London,  on  his  acceptance 
at  15  days,  10  bbls.  Imperial  Chocolate,  *2000  lbs.,  at  15c.  ;  100 
boxes  Assorted  Cream.s,  600  lbs.,  at  lie.  ;  $ — . 

Time   -Lost,  Charles  "Watt  |  day.     Gained,  J.  K.  Culver  h  hr 

1 1.  Bought  of  Bole  &  Co.,  Toronto,  on  our  acceptance  at  30  days,  payable 

at  the  Bank  of  Montreal,  Sugar,  etc.,  for  Confectionery  Dept.,  as 
per  invoice,  $650.  Paid  cash  for  freight,  $24.20.  Paid  cash  for 
repairs;  $12.50. 

12.  Sold  Craig  &  Co.,  Listowel,  for  cash,  5  bbls.  People's  Mixed  Biscuits, 

320  lbs.,  at  lie.  ;  10  pails  Acid  Drops,  300  lbs.,  at  12c. ;  $— .  Paid 
cash  for  cleaning  office,  $1.20. 


(: 
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Time— Lost,  B.  S.  Milloy  1   day,  H.  C.  Fraser  |  day,  M.  K. 
Sturrock,  ^  day. 

13.  As  per  terms  of  lease,  Holden  &  Co.  have  this  day  added  now 
machinery,  amounting  to  $146,  for  payment  of  which  we  have 
advanced  cash  at  8%.  Sokl  Cameron  <k  Campbell  on  acct.,  150 
boxes  Licorice  Tubes,  900  ll>s.,  at  45c.  ;  2  bbls.  Brown  Mixture, 
500  lbs.,  at  8c.  ;  2  bbls.  Royal  Mixture,  450  lbs.,  at  9c.  ;  $— . 
(^Sttideut's  name  lifrf)  withdrew  per  cheque,  $500. 

Time — Lost,  B.    S.    Milloy   1   day,  M.    Kennedy   1  day,  M.   K. 
Sturr<»ck  \  day. 

14.  C.  S,  (Jilroy  remitted  a  draft  in  full  payment  of  his  note,  which  was 
held  for  2  days  after  maturity  at  his  reijuest.  Face  of  note,  $ — . 
Interest  accrued,  $ — .  Proceeds  deposited,  $ — .  Paid  cash  for 
coal  oil,  $4.00.     H.  L.  Thompson  withdrew  per  cheque,  $407.72. 

Time — Lost,  J.  S.  Riggs  1  day,  H.  C.  Fraser  .^   day,  R.   Rhodes 
\  day.     Gained,  Charles  Watt  ^  hrs.,  A.  F.  Ney  n,  hrs. 

16.  Bought  of  Martin  k  Mitchell,   Goderich,  Flour  for  Bii«euit  Pept.  as 
per  invoice  No.  — ,  $800.      Remitted  a  draft  ]>urchased  per  cheque 
in  fuP  payment  (Exchange    ^%).     Paid  cash  for  freight,  $L'4.20. 
Paid  cash  for  Petty  Expenses,  $10. 
,     Time — Lost,  Charles  Watt  \  day,  R.  Rhodes  \  day. 

1  7.  Shipped  to  Graham  k  Co.,  Hamilton,  for  sale  on  our  acct.  and  risk, 
200  l)bls.  Soda  Biscuits,  12,000  lbs.,  invoiced  at  5c.,  $— .  Paid 
Shipping  Expenses  per  clie(]ue,  $18.60. 

18.  Bought  of  Hoskins  it  McKay,  Montreal,  for  cash,  Sugar,  Glucose, 
etc.,  for  Confectionery  Dept.,  as  per  invoice,  $720.  Remitted  in 
full  payment  a  draft  purchased  per  cheque  (Exchjuige  ^%).  Paid 
cash  for  freight,  $25.60.  Issued  our  cheque  in  full  payment  of 
our  note  due  this  day  as  per  B.  B.,  $ — .  Paid  cash  for  Petty 
Expenses,  $12.60. 

Time — Lost,  B.   C.   Cooper  |  day,  H.  C.  Fraser  \  day.     Gained, 
Charles  Watt  ^  hrs. 

10.  Shipped  to  Elliott  it  Livingstone,  London,  for  sale  on  our  acct.  and 
risk,  100  pails  Brown  Mixture,  3200  lbs.  at  8c.  ;  100  pails  Royal 
Mixture,  3200  lbs.  at  9c.;  200  boxes  Oriental  Mixture  at  $1.10; 
$ — .  Paid  shipping  expenses  per  cheque,  $12.40.  Paid  Amos  C. 
Hine  on  acct.  of  wages,  cash,  $10. 

20.  Cameron  &  Campbell  paid  their  acceptance  due  this  da}^  as  per  B.B. 
with  cash,  $ — .  Paid  our  acceptance  favor  of  Martin  it  Mitchell, 
due  this  day  per  cheque,  $ — .     Paid  James  Calder,   on  acct.  of 

!%  wages,  cash,  $10. 

Time — Lost,  Stephen  Lane  |  day,  J.  K.  Culver  ^  day. 

21.  Received  from   Graham  it  Co.,    Hamilton,   an  account  sales  of  our 

shipment  to  them  of  the   17th  inst.      Our  net   proceeds,    $675, 
They  remitted  a  bank  draft  for  $400,  the  balance  due  us  to  remain 
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on  acct.,  $ — .  Sold  Elliott  &  Livingstone,  London,  on  acct.,  180 
bbls.  Soda  Biscuits,  10,800  lbs.  at  -He,  $—.  Paid  cash  for  Fuel 
for  office,  $6.20.  James  Markham  paid  his  acceptance  due  this 
day  per  draft,  $ — . 

Time — ^Lost,  A.  F.  Ney  I  day,  E.  H.  Gilmour  |  day. 

23.  Sold  K(jbert   Holmes,   Clinton,   for  cash,  84  boxes  Brown  Mixture, 

420  lbs.  at  8c.,  $  — .     Bought  of  Mason  &  Co.,  Kincardine,  Flour, 
etc.,  for  Biscuit  Dept.,  as  per  Invoice  No. — ,  $750.     Remitted  in 
payment  a  bank  draft  purchased  per  checjue.     Paid  cash  for  Petty 
Expenses,  $12.      Paid  .J.  S.  Riggs  on  acct.  of  wages  cash,  $8. 
Time — Lost,  A.  F.  Ney  1  day,  E.  H.  Gilmour  |  day. 

24.  Sold  J.  H.  Raymer,  on  his  acceptance  at  2  months,  payable  at  the 

Bank  of  Montreal,  Guelph,  75  bbls.  Soda  Biscuits,  4500  lbs.  at 
6c.  ;  10  bbls.  Arrowroot  Biscuits,  620  lbs.  at  10c. ;  200  pails 
Brown  JVEixed  Candies,  6000  lbs.  at  8c.  ;  10  pails  Acid  Drops, 
320  ll)s.  at  1 2c. ;  $— .  Paid  cash  for  Petty  Plxpenses,  $4.20.  Paid, 
per  flieque,  our  acceptance  favor  of  Turnbull  &  Robb,  due  this  day 
as  per  B.B.,  $— . 

Time — Lost,  M.  Cassells  |  day,  E.  H.  Gilmour  ^  day. 

25.  Sold  C.    S.   Stewart  &   Co.,  Brantford,  on  their  note  at   2   months, 

payable  at  the  Bajik  of  Commerce,  60  bbls.  Fruit  Biscuits,  3660 
lbs.  at  10c. ;  160  bbls.  People's  Mixed  Biscuits,  9600  lbs.  at  lie. ; 
85  boxes  Wine  Biscuits,  1600  lbs.  at  10c.  ;  $— . 

Time  — Lost,   B.   S.    Milloy    l-  day,   J.   S.   Riggs   h  day,  M.  K. 
Sturrock  ^  day. 

26.  Received  from  Elliott  it  Livingstone,  London,  an  acct.  sales  of  goods 

shipped  to  them  on  the  19th  inst.  Our  net  proceeds,  $800. 
They  remitted  in  payment  J.  C.  Edwards'  note  at  3  months,  dated 
the  25th  inst.,  and  pa}able  at  the  Bank  of  Montreal,  for  $600, 
and  their  own  note  at  15  days,  payable  at  the  Bank  of  Montreal, 
to  cover  balance  of  net  proceeds  and  goods  sold  them  on  the  21st 
inst.     Paid  cash  for  repairs,  $10. 

Time— Lost,  B.  C.   Cooper  ^  day,  E.  H.  Gilmour  ^  day,  M.   K. 
Sturrock  ^  day. 

27.  Bought  of  Macpherson  &  Co.,  Fergus,  Flour,  etc.,  for  Biscuit   Dept., 

as  per  Invoice  No. — ,  $1000.  Remitted  bank  draft,  purchased 
per  checjue.  Paid  cash  for  freight,  $26.70.  Paid  cash  for  cleaning 
store,  $5. 

28.  Deposited  in  Bank,  cash,  $1000.     Sold  Turner   &  Co.,    Hamilton,  on 

their  acceptance  at  30  days,  500  boxes  Cocoanut  Rock  at  $1.10, 


PI 


[ales  of  our 
Beds,  $675. 
Is  to  remain 


Time — Lost,  C.  Watt  ^  day,  H.  C,  Eraser  }  day,  M.  Kennedy 
^  day,  R.  Rhodes  ^  day. 
30.  Sold  Watson  &  Williams,  Toronto,  for  cash,  200  boxes  Soda  Biscuits, 
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4000  11),s.,ut  He.  ;  120  Imxcs  XX  Snaps,  2200  lb,s.,  at  He;  100 
boxes  Ginger  Snaps,  1800  lbs.,  at  l)J,c.  ;  $ — . 

Time— Lost,  C.  Watt  i  day,  J.  K.  Culver  ^  day. 
31.  Discounted  the  foll()\vin<j;  bills,  as  per  B.  B.,  at  8%  and  deposited 
proceeds  :  C.  S.  Stewart  it  Co.'s  note,  dated  March  25.  Elliott  it 
Livingstone's  note,  dated  March  26.  Turner  &  Co.'s  acceptance, 
dated  March  28.  Face  value,  $^.  Discount,  $ — .  Proceeds, 
$ — .  Paid  employees  in  full  to  date  per  cherjue,  $ — .  Paid  Holden 
&  Co.  the  aniounc  of  rent  for  the  month  still  due  them,  per  cheque, 
$-. 

Time— Lost,  M.  Cassells  |  day,  H.  C.  Fraser  ^  day,  M.  Stratton 
J-  day. 

Inventories,   March  31. 

Biscuit  Deijartment — Material  on  hand $1810  00 

Goods       "      "     988  80 

Coufectionery  Department — Material  on  hand. .  .  .     860  00 

(ioods       "      "    ....     685  30 

Unexpired  Insurance   .  .    

Total $ 

H.  L.  Thompson's  ^'et  Investment $8000  00 

"  "  "     Gain  and  Interest   • 

'*  "  "     Worth $ 

(Student' H  uante  here)  Net  Investment $5000  00 

"    (iain 

'♦  "    Worth I 

At  the  end  of  the  month  the  student  will  test  the  equilibrium  of  the 
Ledger,  make  financial  statements,  and  close  the  books. 

Note— The  stiulcnt  is  expected  to  write  correspondence,  notes,  drafts,  cheques,  etc.  The  data  are 
given  in  such  a  manner  that  separate  Manufacturing'  and  Kxi)eiise  Accounts  may  be  kept  for  each 
department  of  llie  business.  When  this  is  done  the  Biscuit  Manufacturing  Account  will  show  again  of 
S —  and  the  Confectionery  Manufacturing  Account  a  gain  of  S — .  Tiie  Time  Book  on  page  24.'>  and  the 
OHice  Time  and  Pay  Siieet  on  page  240  will  show  the  division  of  labor.  In  the  latter  the  totals  are 
given,  so  that  the  student  may  test  the  accuracy  of  this  part  of  his  work. 

TIME    BOOK. 

The  form  of  this  book  indicates  clearly  its  use.  The  foreman  or 
overseer  of  a  work  enters  into  it  each  day  the  time  of  the  employees  under 
his  supervision.  In  small  establishments  it  is  customary  for  the  foreman 
to  report  to  the  office  at  tSe  close  of  the  day.  The  time  is  then  entered 
into  the  Office  Time  Book.  Another  method  is  to  provide  each  foreman 
with  two  books  to  be  used  by  him  during  alternate  weeks.  In  such  case 
one  of  the  books  will  always  be  in  tlie  office.  The  totals  should  be 
checked  before  they  are  entered  into  tiie  office  book, 
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M.  Stratton 


No. 


Time  Bonk.— Biscuit  Dejxirfincnt. 

For  tlio  week  ciuling  March  7,  189(5. 

Amos  C.    Htnk,   Fonnunt. 


Namh. 


Cooper,  B.  C. . 
Lane,  Stephen  . 
Milloy,  li.  S     . 
Riggs,  J.  S  . . .  . 
Watt,  Charles  . 

Caasells,  M 

Fisher,  C.  A .  .  . 
Fraser,  H.  V,   .  . 


C)cc;(i'ATi()\. 


Mon. 

5 

Wed. 

Thiir 

Fri. 

*5 

2 

3 

4 

6 

6 

7 

10 

10 

7A 

7.\ 

10 

10 

10 

10 

10 

10 

10 

10 

7.'. 

10 

10 

10 

10 

") 

10 

10 

IV) 

10 

10 

10 

10 

— 

10 

10 

10 

10 

1  *  f 

10 

10 

10 

10 

10 

10 

10 

H 
O 

H 


m 

57^ 
00 

r)() 

(0 
;■)() 


Tiine  Booh.—Coiifrotioneru  Department. 
For  the  week  ending  March  7,  189() 

('.  S.  Mii.LF.i;,  Foreman. 


rium  of  the 


The  data  are 
)e  kept  for  each 
,11  show  a  gain  of 
paije  245  and  the 
CT  the  totals  are 


No. 


Namk. 


Culver,  J.  K.   . 

Ney,  A,  F 

Gilmour,  E.  H.  . 
Kennedy,  M . .  . 

Rhodes,  R 

Stratton,  M.  A. . 
Sturrock,  M.  K. 


Occupation. 


S 

S 

H 

5 
if 

2 

3 

4 

1  0 

10 

10 

10 

10 

10 

7^, 

10 

10 

7.1 

10 

10 

5 

10 

10 

10 

Li 

Si 

;c 

■i 

H 

u. 

M 

J 

-*j 

5 

<i 

' 

1, 

10 
10 
10 
10 

10 

7.^ 
10 


7A 

10 

9 

11 

10 
10 

7i 
10 

10 

10 

1(7 

— 

60 
55 
(50 

57.1, 
35" 
50 
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CHAPTER   III. 


SET  I.-DRY  GOODS  BUSINESS. 

Books  used — The  same  ns  for  Set  /.,  jiaye  219. 
TRANSACTIONS. 


Jan. 


ISflG. 


(Student's  name  here)  has  this  day  coinnienced  tlie  Dry  (lood.s  Busi- 
ness on Street,  No.  ■ — ,  investing  as  follows  : 

Resources— Qiii^h,  $1,600.  Mdse.  as  per  inventory,  892;"). 10.  A.  H. 
Gibson  owes  on  acct.,  $175.90.  C.  H.  Williams  owes  on  acct., 
$100. 

Liabilities — My  note  in  favor  of  John  McMillan  for  $219,  dated 
Nov.  19,  1895,  at  2  months,  bearing  interest  at  8^,  pavable  at 
the  Bank  of  Connnerce.  Interest  accrued,  $ — .  I  t)we  A.  C. 
Blackwell  on  acct.,  $79.74.     I  owe  F.  M.  Young  on  acc-t.,  $29. 

6.  Engaged  A.  P.  Stovel  as  clerk  at  $40  for  the  remainder  of  the  month. 

Deposited  in  the  Bank  of  Commerce,  cash  $1000.  Bought  of 
Appleton  k.  Sons,  for  cash,  a  Safe  for  office,  $120.  Paid  cash  for 
Stationery,  $2.60,  and  for  Advertising,  $1.20.     Cash  sales,  $10.60. 

7.  Bought  of  INIcMurchy  k  Co.,  Toronto,  on  my  acceptance  at  10  days, 

goods  as  per  invoice  No.  — ,  $400.  Paid  freight  per  checjue,  $5.20. 
Cash  sales,  $25.75. 

8.  Bought  of  S.  E.  Lightfoot  on  acct.,  a  horse  at  $75,  a  wagon  at  .$50, 

and  a  set  of  harness  at  $2C.  Sold  John  Smith  on  acct.,  50  yds. 
Scotch  Tweed  at  $1.20,  110  yds.  12/4  Sheeting  at  38c.;  $— .  Cash 
sales,  $30.10. 

9.  Sold  B.  B.   Scott  on  his  note  at  1  month,  payable  at  the  Mcjlsons 

Bank,  50  yds.  Hf.  Bl.  Table  Linen  at  40c.,  15  yds.  Tweed  Dress 
Goods  at  70c.,  50  yds.  Can.  Flannel  at  32c  ;  $  -.  Issued  my 
cheque  to  close  A.  C.  Blackwell's  acct.,  $ — .     Cash  sales,  $42.20. 

10.  Bought  of  Seath  &  Sons,  Montreal,  goods  as  per  invoice  No.  — ,  $560, 

Remitted  in  payment  a  draft  purchased  per  che()ue  (Exchange  ^%). 
Paid  freight  per  cheque,  $10.40.  Paid  cash  for  Fuel,  $6.80.  Cash 
sales,  $38.95. 

11.  Paid  for  repairs  with  goods  from  store,  $6.50.     Sold  S.  L   Bannerman 

2  pes.  Eng.  Tweed,  43  yds.  at  $1.20,  42  yds.  at  $1.25.  Beceived 
in  full  payment  his  note  at  30  days,  payable  at  the  Bank  of  Com- 
merce, $ — ,     Cash  sales,  $48. 
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13.  Paid  F.  M.  Young  his  /icct.  in  full  \wv  e\uH[m},  $ — .     C  11.  Williaiua 

paid  on  uc(5t.,  cash  $50.     Cash  sales,  !ii^•2y.85. 

14.  Sold  C  V.  IVviiif^  on  his  note;  at  'M)  ilays,  4")  yds.  P)l,'U'k  Lustrn  at  58c., 

2  I'rown  Bcavt'r  ()\(!rcoats  at  .$21.75,  5  do/,.  Linen  Coliai's  at  §1.80, 
2  Silk  N(M'kties  at  GOc;  $— .  Paid  cash  for  Advertising,  $1.80. 
Cash  sales,  $V2.G0. 

15.  iJought  of  ilarvey  it  Sons  at  70c.  on  tho  dollar  their  entire  stock  of 

goods  as  per  in\(^nlory,  ii?G.'U).  (Javo  in  payment  my  chetjuo  for 
.$200  and  my  note  at  liO  days  for  balance?,  .$  — .  Paid  c;ish  for 
liamjjs,  .$10,  and  for  Coal  Oil,  $2.50.  Withdrew  from  business, 
cash  .$25.      Cash  sales,  $45.70. 

1().  .)ohn  Smith  paid  on  acct.,  \wv  cho(juo,  .$51.80.  Deposited  in  Ivink 
cash,  $200.  Sold  A.  P.  Stovel  on  ac(!t.,  .'i  Dress  Shirts,  at  $1.40  ; 
1  do/.  Linen  Collars,  at  $1.80;  ;}  Silk  Neckties,  at  50c.;  $— . 
Cash  sales,  $49.75. 

17.  liought  of  1).  C.  McKay  for  private  use,  10  cords  Wood,  at  $2..')0. 
Gave  in  full  payment  my  che(|iie,  .$  — .  Sold  (J.  H.  Praser  on  his 
note  at  10  dfiys,  payable  at  tlie  Bank  of  Connnei-ce,  5  Counter- 
panes, at  $.'}.50;  3  Scotch  Tweed  Suits,  at  .$22.50;  $ — .  Cash 
sales,  .$50.!»0. 
Sold  W.  A.  Mundie  on  acct.,  90  yds.  liroadcloth,  at  .$1.60;  1  pair 
Lace  Curtiiins,  at  .$7.50 ;  1  pair  CluMiille  Cui't.ains,  at  .$12.60;  10 
yds.  Navy  Blue  Dr.  Serge,  at  90c. ;  .$ — .  Paid  cash  for  Advertising, 
$1.20.  Cash  sales,  $7-").  10. 
Bought  of  Lawford  &  Co.,  Hamilton,  on  my  acceptance  at  ^0  days, 
goods  a''  per  invoice  No.  ,  $365.  Paid  freight  p(H'  chcupie,  .$10.80. 
Paid  my  acceptance  favor  of  McMurchy  ik.  Co.,  as  per  B  B.,  with 
cash,  .$  — .  Cash  sales,  $55.25, 
Sold  J.'imes  McKiiiiion  on  acct.,  25  yds.  Nap  Cloaking,  at  .$1.70  ;  4 
Boy.s'  Suits,  at  .$8.50  ;  $  — .  A.  11.  (libson  paid  on  acct.,  per  cheque, 
$100.  Cash  sale.s,  .$65.20. 
Paid  per  cheque  my  note  favor  of  John  McMillan,  with  interest,  as 
p(U'  B.  B.,  .$ — .  Bought  of  Stobart  tfe  Co.,  Toronto,  on  my  accept- 
ance at  60  days,  goods  as  per  invoice  No. — ,  .$100.  Paid  freight 
with  cash,  .$8.00.  W.  A.  Mundie  paid  on  acct.,  cash  .$60.  Took 
goods  from  store  for  private  use,  $10.50.     Cash  s;des,  $53.85. 

2;}.  Sold  F.  M.  Young  on  acct.,  2  Scotch  Tweed  Suits,  at  $22.50  ;  1  Brown 
Beaver  Overcoat,  at  $19.50;  .$— .  John  Smith  i-emitted  on  acct. 
his  sight  draft  on  C.  H.  Monroe  for  $25.  Paid  cash  for  Stationery, 
$3.10.      Cash  sales,  .$60.15. 

24.  Sold  James  ^IcKinuon  75  yds.  Wilton  Carpet,  at  $2  ;  40  yds.  Tapestry 

Carpet,  at  UOc. ;  $  — .  He  gave  his  note  at  30  days  to  close 
account,  $ — .     Paid  cash  for  repairs,  $1.20.     Cash  sales,  $52.15. 

25.  Bought  of  Soath  &  Sons,  M(mtreal,  goods  as  per  invoice  No. — ,  $480. 

llemitted  in  payment  a  draft  purchased  with  cash  (Exchange  ;|%). 
Paid  freight  per  cheque,  $10.20.     Cash  sales,  $70.20, 
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27.  Sold  F.    C.  Davin  50  yds.  T'.lack   SMtin,  at  $1.10;   15   yds.  IMack  Silk 

Velvet,  at  $2.10;  5  Kiderdowu  Quilts,  at  $10;  $  .  Iicceived 
Ins  sight  (h-aft  on  C.  K.  Hutciiiiij^'s  for  .$50  and  his  unU;  at  10 
days,  payal)lo  at  the  liaiik  of  Commerce,  for  balance,  $  -.  Cash 
sales,  $G2.36. 

28.  Took  g«M)(Is  from  store  for  pi-iva to   u.se,  $14.50.      I'aid  cash  for  Ollieo 

Cluiir,  $2.60.  Paid  cash  for  Advertising,  $2.10.  Cash  .sales, 
$49.34. 

29.  Paid  A,  P.  Stovel  on  acct.  of  .salary,  cash,  $13.40.      T)(>posite(l  in  Itank, 

cash,  $20.  Witiidrcw  for  jirivate  ust*  cash,  $10.  A.  Jl.  (iil)soii 
remitted  a  bank  draft  in  full  ])aynK'nt  of  acct.,  $ — .  Ca.sh  sales, 
$64.8.5. 

30.  Sold  C.  H.  Williams  on  acct.,  25  yds.  Tayx'stry  C.ii-pet,  at  80c.;  1  pair 

Lace  Cui-tain.s,  at  $().5();  30  yds.  Factoiy  Cott<»n,  at  10c. ;  $  . 
F.  M.  Young  paid  cash  in  full  of  acct.,  .$  .  C.  11.  I'^-ascr  paid 
his  note  as  per  Ji.  !>.,  an<l  the  {)i'(<ce(>ds  have  been  placed  to  my 
ci'edit  in  tlu)  bank,  $ — .     Cash  sales,  $5(5.8,"). 

31.  Paid  S.   E.  Lightfoot  on  acct.,  jx-r  clu^pie,  .^.'jO.     Paid  A.  P.  Stov(^l 

balance  of  month's  wa<.'<'.i  per  che(|ue,  $20.  Paid  rent  jtci-  (!li('(|ue, 
$40.  Pi'epaid  with  casii  my  acceptancti  favor  of  Lawt'ord  it  Co., 
as  per  l>.  B.     Kate  of  discount  S/y      Cash  sales,  !?52. 

Inventories,  Jan.  ol,  ISOH. 

Merchandise .?1.")23  15 

Office  Furniture j'j'2  00 

Expense 1  aO  00 

SET  I.-Continued.  <i  ^^  ^-  " 

Huoks  ii,sed — 77itf  same  as  for  Sfl  /.,  jxije  222. 
TRANSACTIONS. 

h\'h.  ,1,  ISilG. 

Re-engaged  A.  P.  Stovel  as  clerk  at  .$50  per  month.  Engai^ed  James 
McKenzie  as  errand  boy  at  $15  jier  month.  l)('p()sii('d  in  the 
Bank  of  Connnerce,  cash  $200.  Boiinhfc  of  ]\lc.MuiHliy  tt  Co, 
'''  "•'  I,  on  my  acceptance  at  10  days,  gocuis  as  ])er  invoice  No. — , 
f^  Paid  freight  per  checiue,  $4.75.     Cash  sal(!s,  8^2.90. 

les  C.  Lane  on  acct.,  2  pes.  Scotch  Tweed,  41  yds.,  42  yds., 
at  20;  30  yds.  P^•1t■nler's  Satin  at  40c.;  $ — .  Paid  cash  for 
Stationery,  $2.60.      Cash  sales,  iii;45.G5. 

.'  Paid  S.  E.  Liglitfoot  on  acct.,  cash  $40.  Sold  A.  P.  Stovel  on  acct., 
3  White  Dress  Shirts  at  $1  20,  $— .  John  Smith  closed  his  acct. 
by  giving  an  ler  on  A.  B.  Ferguson,  whicli  jNlr.  Ferguson  has 
accepted.     C;        sales,  $50.73. 

G,   Bought    of   Bi         .    Bros.,    London,    on    my  acceptance  at  GO    days, 
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payable  at  the  Bank  of  Commerce,  goods  as  per  invoice  No. — ,  $292. 
Paid  freight  per  cheque,  $6.55.     Cash  sales,  $65.77. 

7.  Sold  A.  W.  Thomas  on  his  note  at  10  days,  1  Scotch  Tweed  Suit  at 

$26.20,  25  yds.  Tapestry  Carpet  at  90c.,  2  pairs  Lace  Curtains  at 
$7.20;  $ — .  Withdrew  for  private  use,  cash  $16.  Paid  James 
McKenzie  on  acct.  of  wages,  cash  $2.25.     Cash  sales,  $48.85. 

8.  Bought  of  Head  rick  &  Co.,  Montreal,  goods  as  per  invoice  No.  — , 

$240.  Remitted  in  payment  a  draft  purchased  with  cash,  $ — 
(Exchange  l  %).    Paid  freight  per  cheque,  $5.84.    Cash  sales,  $68.75. 

10.  A.  B.  Ferguson  paid  John  Smith's  order  of  the  5th  inst.  with  cash, 

$ — .  Took  goods  fi-om  store  for  private  use,  $30.  W.  A.  Mundie 
paid  on  acct.  per  checiuo,  $23.10.  F.  C  Davin  settled  for  his  note 
due  this  day  as  per  B.  B.  I)ypa3'ing  cash  $28.50,  and  giving  a  new  note 
at  2  mos.  bearing  interest  at  8%  for  balance,  $ — .  Cash  sales,  $49.80. 

11.  Paid  for  H'pairs  with  goods  from  store,  $7.50.     Remitted  my  note  at 

15  days,  payaV)le  at  tlu^  Bank  of  Commerce,  to  S.  E.  Lightfoot  in 
full  payment  of  acct.,  $ — .     Cash  .sales,  $52.90. 

12.  Sold  horse,  wagon  and  liarness  to  J.  E.  Craig  at  $130.     Received  in 

payment  his  sight  draft  on  T.  A.  Hamilton  for  $100  and  William 
Brown's  note,  dated  Jan.  10,  1896,  at  1  month  for  balance,  $ — . 
B.  B.  Scott  paid  his  note  due  this  day.  Proceeds  depop'ted,  $ — . 
Cash  sales,  $58.92. 

13.  William  Brown  paid  his  note  due  this  day  per  cheque,  $ — .     Sold 

E.  H.  McCarthy  on  acct,  50  yds.  Novelty  Cloaking  at  $1.40, 
15  yds.  Brown  Beaver  at  $2.20,  2  Tweed  Suits  at  $->3.20;  $— . 
Paid  cash  for  Ad\'ertising,  $1.80.  Took  goods  frf»m  store  for 
private  use,  $12.  S.  L.  Bannerman  paid  per  chefjue  his  note,  as 
per  B.  B.,  $ — .     Deposited  in  bank,  cash  $100.    Cash  sales,  $49.65. 

14.  James  C.  Lane  paid  on  acct.,  cash  $50.     Paid  cash  for  Advertising, 

$2.20.     Paid  cash  for  Fuel,  $6.20.     Cash  sales,  $42.25. 

15.  Prepaifl  my  acce))tance  favor  of  Brown  Bros,  with  cash.     Rate  of 

discount  8%,  $ — -.  Deposited  as  an  addition  to  my  investment, 
cash  $600.     Cash  sales,  $75.20. 

17.  Bought  of  Stone  &  Hardy,  Hamilton,  on  my  acceptance  at  30  days, 

goods  as  per  invoice  No.  — ,  $395.  Took  goods  from  store  for 
private  u.se,  $10.15.  Paid  per  cheque  my  acceptance  favor  of 
McMurchy  &  Co.  as  per  B.  B.,  $ — .  Paid  per  cheque  :ny  note 
favor  of  Harvey  &  Sons  as  per  B.  B.,  $ — .     Ca.sh  sales,  $37.50. 

18.  Sold  E.    C.    Ellis   on   acct.,  25   yds.    Black  Lustre  at  62c.,  40  yds. 

Factory  Cotton  at  8c.;  $ — .  Paid  cash  for  delivering  goodti,  $1.60. 
Ca.sh  sales,  $38.95. 

19.  C.  H.  Williams  paid  on  acct.  per  cheque,  $29.50.     E.  H.  McCarthy 

paid  on  acct.,   cash  $50.     Sold  A.  B^  Ferguson  on  acct.  15  vd.s. 

'"    3  yds.  Blue  Plush  at  $1.20;  $—.     Cash 


sales,  $49.20. 


y 


APPENDIX. 


251 


SO.—,  $292. 

^eed  Suit  at 
Curtains  at 
Paid  James 
48.85. 
ice  No.  — , 
1  cash,  $ — 
lies,  $68.75. 
.  with  cash, 
A.  Mundie 
for  his  note 
;  a  new  note 
,les,  $49.80. 
my  note  at 
jightfoot  in 

lieceived  in 
id  Wilham 
lance,  $ — . 
3S''ted,  $— . 

$— .  Sold 
at  $1.40, 

3.20;  $— . 
store   for 

s  note,  as 

es,  $49.65. 

dvertising, 

Kate  of 
ivestment, 

,t  30  days, 

store  for 

favor  of 

ny  note 

37.50. 

,  40  yds. 

1;,,  $1.60. 

McCarthy 
t.  15  yds. 
— .     Cash 


20. 


21. 


22. 

24. 
2.-). 
26. 
27. 

28. 

29. 


Sold  John  C.  Farquharson  on  his  note  at  2  months,  2  doz.  pairs  Jose- 
phine Kid  Gloves  at  $1.30  per  pair,  3  doz.  Undressed  Kid  Gloves 
at  $1.50  per  pair,  2  doz.  Ladies'  Linen  Ilkfs.  at  $3.60  ;  $  .  Paid 
cash  for  delivering  goods,  $1.20.  A.  W.  Thomas  paid  his  note  per 
cheque,  $ — .     Cash  sales,  $56.20. 

Sold  James  C.  Lane  25  yds.  White  Cambric  at  20c.,  30  yds.  Victoria 
Lawn  at  25c.,  10  prs.  Blk.  Cashmere  Hose  at  50c.,  5  pairs  Blk. 
Rbd.  Cashmere  Hose  at  70c.;  $ — .  lioceived  in  payment  his  note 
at  10  days,  payable  at  the  Bank  of  Commerce.  Took  goods  from 
ntore  for  private  use,  $12.65.     Cash  sales,  $29.30. 

W.  A.  ?Jun(iie  paid  on  acct. ,  cash  $50.  C.  F.  Irving  remitted  a 
draft  in  l"dl  payment  of  his  note  due  on  the  16th  iiist.  Interest 
charged,  25c.     Proceeds  depositinl,  $  -.     Cash  sales,  $62.55. 

Bought  of  Williamson  &  Co.,  Toronto,  on  my  acceptance  at  30  days, 
goods  as  per  invoice  No.  — ,  $350.  Paid  freight  per  checiue,  $6.50. 
Cash  sales,  $49.85. 

C.  H.  Williams  gave  his  note  at  30  days  in  full  payment  of  acct.,  $ — . 
Withdrew  for  pj'ivate  use  casl I,  $10.  James  C.  Lane  remittc^d  on 
acct.  his  sight  draft  on  A.  H.  F(»rl)es  for  $40.      Cash  sales,  $55  60. 

Paid  James  McKeiizie  on  acct.  of  wages  with  goods,  $5.75.  James 
McKinnon  paid  his  note  due  this  day  ])er  che<|ue,  $ — .  Took 
goods  froni  store  for  private  use,  $5.60.     Cash  sales,  $48.20. 

Deposited  in  bank,  cash  $200.  Prepaid  my  acceptance  favor  of 
Stobiirt  &  Co.,  Toronto,  per  cheque.  Rate  of  discount  8%.  Cash 
sales,  $36.20. 

Sold  W.  W.  Miller  on  acct.  2  Tweed  Suits  at  $23.50,  70  yds.  Brussels 
Carpet  at  $1.4Q,  40  yds.  Tapestry  Carpet  at  $1.05,  1  pair  I^ace 
Curtains  at  $6.20;  $ — .  A.  B.  Ferguson  paid  ca.sh  in  full  payment 
of  acct.,  $— .      Cash  sales,  $47.73. 

Paid  A.  P.  Stovel  per  che([ue,  balance  of  month's  w\ages,  $ — .  Paid 
James  McKenzie  balance  of  month's  wages  with  cash,  $ — .  Paid 
rent  per  cheque,  $40,  Paid  cash  for  delivering  goods,  $4.20.  Paid 
my  note  favor  of  S,   E.   Lightfoot,   per  chetjue,  $ — .     Cash   sales, 

$50.27. 

Inrentorh's,   Fch.  20,    ISDG. 

Merchandise .?1278  84 

Office  Furniture 120  00 

Expense 5  00 

Int.  and  Dis — 


SET  XL 


The  transactions  of  this  Set  are  the  same  as  tho.se  of  Set  I.  For  the 
month  of  January  the  l)ooks  are  to  be  kept  l)y  Doidile  Entry  and  for  the 
month  of  Fel)ruarv  bv  Single  Entry.  The  books  used  are  the  same  for 
Set  n.,, page  224." 
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SET  III. -GROCERY  AND  PROVISION  BUSINESS. 

PARTNERSHIP TWO    PARTNERS.- 

£ooks  used — The  same  as  for  Set  III.,  i)a(je  225. 

TRANSACTIONS. 

,  March  4,  1S06. 

(Student's  name  here)  and  James  Wilson,  have  this  day  entered  into  a 

co-partnership  to  carry  on  a  Gi-ocery  and  Provision  Business  at  No. 

Street,  agreeing  to  share  gains  and  losses  according  to  investment.  The 
business  is  to  be  conducted,  under  the  firm  name  of  [Student's  surname 
here)  &  Wilson. 

(Student's  name  hen')  investment : 

Hesonrces—Cash,  ^IVIOO.    Jolni  Alx'll's  note  for  i?lSL>..^)0,  dated  Jan.  8, 

1896,  at  2  months,  bearing  interest  at  8  / . 
Liabilities — Balance  due  to  A.  A.  Scott  on  acct.,  .$35.     Balance  due 

to  Murray  &  Fraser  on  acct.,  $190.74. 
James  Wilson's  investment : 
Resources — Cash  on  d('})osifc  in  the  Bank  of  Montreal,  $1500.     Mdso., 

$2200.     Office  Furniture  on  hand,  .*<3G. 
Liabilities — Note  in  favor  of  Peter  Corbett,  dated  Jan.  2,  1896,  at  3 

months,  for  $300. 
Leased  of  J.  K.  Patterson  his  store  and  warehouse  at  $600  per  annum, 

payable  monthly. 
Engaged  J.  K.  Patterson  as  book-keeper  at  $60  per  month. 

5.  Deposited  in  the  Bank  of  ^Montreal  cash,  .$1200.     Bought  of  Ham- 

mond it  McKay,  Toronto,  10  sacks  B.  Bice,  250  lbs.  each  at  3^c., 
15  sacks  Pearl  Tapioca,  100  lbs.  each  at  4c.,  25  boxes  Valencia 
Raisins  at  $1.60,  30  boxes  Oatmeal  Soap  at  $4.50;  $— .  Gave  in 
payment  our  acceptance  at  30  da3's  payable  at  the  Bank  of  Ottawa. 
Paid  cash  for  freight,  $  10.20.     Cash  sales,  ,$45.G0. 

6.  Sold  C.  C.  Burley  on  acct.,  3  ca.ses  canned  Pears  at  $3.90,  40  gals.  M. 

Vinegar  at  50c.,  100  lbs.  S.  C.  Ham  at  14c.  ;  $ — .  James  Wilson 
withdrew  for  private  u.se  per  cheque,  $20.     Cash  sales,  $39.75. 

7.  Sold  A.  H.  McFarlaiie  on  his  note  at  2  months,  payable  at  the  Bank 

of  Montreal,  6  doz.  cans  Pc^aches  at  $3.80,  10  doz.  cans  Salmon  at 
$1.40,  20  crates  Peaches  at  $1.15,  200  llw.  Yellow  Sugar  at  4^0.; 
$— .  Paid  cash  for  cleaning  store,  $2.40.  Cash  sales,"  $55.90. 
9.  Bought  of  Hastings  it  Co.,  Hamilton,  4  ]jl)ls.  (.ran.  Sugar,  301-21, 
317-20,  318-21/321-21,  at  4.1c.,  3  bbls.  Yellow  Sugar,  340-20,  34.3- 
23,  329-21,  at  3|^c.;  $ — .  Gave  in  j)a3'ment  our  cheque  for  $50, 
and  our  acceptance  at  30  days  for  balance  ;  $ — .  Paid  freight  per 
cheipie,  $8.20.  Cash  sales,  .$32.40. 
10.  Paid  ]\lurray  k  Fraser   per  chcuiue,  $100.     Sold  A.  M.  Merrick,    10 
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gals.  :^^.  Yinoyar  at  l.'x-.,  5  bhls.  I'at.  Trocoss  Flour  at  83.65,  200 
lbs.  Smoked  Hani  at  1  le. ;  ><  ~.  IJeccixcd  in  paynioiit  tlieir  sight 
draft  on  if.  A.  MacLean  for  $20,  the  balance  on  acct.;  $ — .  Cash 
sales,  .«16.20. 

11.  John  Abell  2)aid  liis  note  as  per  B.li.,  with  interest,  per  cheque,  $ — . 

(Stiult'iif^s  tKime  heri')  withdrew  for  private  use,  cash,  1$I9.  Cash 
sales,  838.72. 

12.  Jiought  of  Rayiner  &  Co.,  Montreal,  3  bbls.   Golden  Syrup,   78  gals., 

82  gals.,  8(3  gals.,  at  '.Vic;  8 — .  J^einitted  in  full  payment  a  draft 
purchased  pin-  cluMjue.  (E.xchange  25c.)  Paid  cash  for  fi-eight, 
85.60.      IJepositr.l  in  biink,  cash,  8500.      Cash  sales,  816.15. 

13.  C.  C.  Burley  gavo  us  an  order  on  A.  A.   Scott  for  830,  which  Mr. 

Scott  accept;*.  Prepaid  our  acceptance  in  fa\'(tr  of  Hammond  i^' 
jNIclvay  as  per  D.B.,  per  cheque.  Disct)unt  allowed,  81-7;").  Cash 
sales,  839.25. 
11.  Paid  J.  K.  Patters(m  on  acct.  of  salary,  cash,  8 '2.  Sold  H.  H. 
Caldwell,  on  acct.,  100  lbs.  Smoked  J  lam  at  1  Ic,  12  sacks  Patent 
Process  Flour  at  .81.90,  28  lbs.  Tapioca  at  4},c.;  8 — .  Cash  sales, 
872.30. 

16.  Sold  C.  C.  Burley  on  acct.,  300  lbs.  Spiced  PtoU  at  lOc,  500  lbs.   Bk. 

Bacon  at  lie. ;  8 — •  Paid  cash  for  Stationery,  82.40.  Cash  sales, 
835.80. 

17.  A.  H.  IMcFarlane  prepaid  his  note  as  jier  B  1>.   \\  ith  cash.      Discount 

allowed,  30c.  A.  IM.  JVIerrick  paid  on  acct  ,  cash,  820.  Cash 
sales,  841.10. 

18.  Sold  Alex.  Stewart,  on  his  note  at  2  months,  pnyabh^  at  the  Bank  of 

Montreal,  100  bush.  Potatoes  at  30c.,  12  sacks  (J ran.  Oatmeal  at 
82.25,  10  doz.  Kggs  at  UU;  $—.  Paid  cash  for  Fuel,  81-20. 
Cash  sales,  835.65. 

19.  Bought  of  Harrington  &  Co,  at  60c.   on  the  dollar,   their  stock  of 

goods  as  per  inventory,  8600.  Gave  in  jiayment  our  note  at  3 
months,  payable  at  the  J>ank  of  Ottawa,  for  8219,  and  our  checjue 
f<»r  balance.  Paid  cash  for  removing  goods,  85. 80.  Cash  sales, 
844.75. 

20.  Sold  Peter  Smith,  on  his  note  at  1  month,  10  bbls.  Apples  at  82.25, 

25  bu.sh.  Potatoes  at  22c.,  12  do/.  Eggs  at  13c,;  $— .  Paid  J.  K. 
Patterson  per  chetjue,  on  acct.  of  salary,  88.  Janes  Wikson 
withdrew  for  private  use,  cash,  816.     Cash  sales,  .838.70. 

21.  Sold  James  AVilkie,  on  acct.,  5  cases  Canncil  Pears  at  8  1  20,  10  sacks 

lioUed  Oats  at  82  20;  8 — •  Pidd  jicr  che(pio  the  balance  due  A. 
A.  Scott  on  acct.,  $ — .     Cash  s.iles,  862.35. 

23.  Sold  A.   M.  Merrick,  on  acct.,   .^)   boxes  liloaters  at  $1.40,   25  bush. 

Potatoes  at  24c.,  5  bbls.  Apj.lc^s  at  82.2."),  150  lbs.  Yellow  Sugar 
at  4c.:  $— .     Cash  sales,  839. 7r>. 

24.  C.  C.  Burley  gave  his  note  at  2   months,   payable  at  the  Bank  of 
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Montreal,  to  close  acct.;  .$ — .     Pair!  cash  for  repairs,  $3.75.     Cash 

sales,  $45.90. 
25.   Discounted  per  che(iue  our  note  favor  of  Harrington  i\i  Co.,  as  per 

B.B.     Kate  of  discount  8°/  .     Cash  sales,  $52.40. 
2G.  Sold    H.   C.    Peters,   on  acct.,°  10  lbs.   Ceylon  Tea  at   45c.,    25  lbs. 

Mocha  Coifeo  at  50c.;  $ — .     James  Wilson  withdrew  for  pi'ivate 

use,  cash,  $80.      Cash  sales,  $42.40. 

27.  H,  H.  Caldwell  paid  on  acct.  per  cheque,  $18.      Deposited  in  bank, 

cash,  $500.     Cash  sales,  $29.85. 

28.  Paid  for  repairing  store,  with  goods,  $6.20.     Sold  H,   C.   Peters,  on 

acct.,  60  lbs.  Gran.  Sugar  at  5c.,  50  lbs.  Japan  Tea  at  45c.;  $ — . 
Paid  casii  for  Advertising,  $3.80.      Cash  sales,  $59.85. 

30.  Bought  of  Hastings  &.  Co.,  Hamilton,  24  sacks  B.  llice,  250  Tns.  each, 

at  3^'c.;  15  sacks  Patna  llice,  100  lbs.  each,  at  4c.;  $ — .  Remitted 
in  full  pavment  draft  purchased  with  cash.  (Exchange  ^°/„.) 
Cash  sales,' $37.30. 

31.  Paid  1  month's  rent,  per  checjue,  $ — .     Paid  J.  K.   Patterson,  per 

cheque,  balance  of  salary  for  the  month,  $ — .      Cash  sales,  $40.25. 

Inventories,  March  31,  ISDG. 

Merchandise .$2106  21 

OHioe  Furniture 30  00 


SET  IV.- 


-GENBRAL  PROVISION  AND  SHIPPING 
BUSINESS. 

PARTNERSHIP THREE    PARTNERS. 


Books  used — Thi'  same  as  for  Set  IV.,  ])age  230. 
TRANSACTIONS. 
,   April  2,  JS96. 

( Student^s  name  here)  and  James  AVilson  have  this  day  admitted  W.  J. 
Chisholm  as  a  partner  to  carry  on  a  General  Provision   and  Shipping 
Business,  under  tlio  firm  name  of  ( Stndeiit's  name  here)  Wilson  it  Co. 
They  agree  to  share  gains  and  lf)sses  in  proportion  to  investment. 
W.  J.  Chisholm  invests  cash,  $900;  Mdse.,  $2200. 

3.  Deposited  in  the  Bank  of  Montreal,  cash  $1000.     Took  out  an  open 

policy  of  insui'ance  for  $6000  at  |  ''.  Paid  Premium  with  cash, 
$ — .  lUsengaged  J.  K.  Patterson  as  book-keep  ■  at  $70  per  month. 
Engaged  James  Sutton  as  errand  boy  at  $20  per  month.  Cash 
sales,  $32.75 

4.  Sold  Murray  &  Eraser  on  their  note  at  2  months,  payable  at  the  Bank 

of  Montreal,  10  Dressed  Hogs,  2120  ll)s.,  at  $5.20;  |— .  Paid 
drayage  per  cheque,  $2.50.     Cash  sales,  $69.20. 
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6.  Bought  of  J.   A.   Campbell  for  cusli,    1000  bush.   Potatoes   at  20c., 

which  "Nve  shipped  to  Caverhill  cL  Co.,  Loudon,  to  be  sold  on  our 
acct.  and  risk.  Paid  ship])iiig  expenses  per  cheque,  $4.50.  Paid 
per  cheque  our  note  favor  of  Peter  Corbett,  $ — .   Cash  sales,  852.30. 

7.  Received  from  14.  E.  Wekhm,   Guelpli.  to  be  sold  on  his  acct.   and 

risk,  300  sacks  Matcldess  Hour  invoiced  at  $1.45  ;  paid  freight  per 
cheque,  $8.40.     Cash  siiles,  $.")0.35. 

8.  Sold  A.  D.  McKinnon  on  his  note  at  10  days,  payable  at  the  Bank  of 

Commerce,  0  bbls.  Patent  Process  Flour  at  $3.00,  100  sacks 
Matchless  Flour,  from  H.  F.  \\'eld(jn"s  consignment  No.  1,  at 
111.70  ;  S— .      Paid  cash  for  Stationery,  $1.10.      Cash  sal(>s,  $02.90. 

9.  Accepted  I4.   E.   AVeldon's  draft  at  10  days  for  $200,  payable  at  the 

B»nk  of  Montreal.  H.  C.  Petei-s  remitted  on  acct.  a  sight  draft 
on  R.  S.  McClarv  for  $25.     Cash  sales,  $00.45. 

10.  Sold  H.  P.  Pollock  200  bu.sh.  Wlu-at  at  48c.,  500  lbs.  Pickled  Pork  at 

lOc,  200  sacks  Matchless  Flour  from  H.  E.  Weldon's  consignment 
No.  1  at  $1.70.  ]iec(MV(Ml  in  payuieut  his  sight  draft  on  F.  H. 
Hurley  for  $400  and  his  note  at  30  davs  for  balance,  $ — .  Cash 
sales,  $04.90. 

11.  (Stndeni's  name  /ier^^J  withdrew  for  ])i"i\ate  use,   ca.sh  $22.80.      Paid 

our  acceptance  favor  of  Hastings  i^'  Co.,  per  cluMjue,  $ — .  Rendered 
H.  E.  Weldon  an  acct.  sales  of  his  lii'st  consignment,  charging  2^ 
connnLssion,  $2.00  for  storage,  $3.20  for  drayage  and  $1.00  for 
insurance.  Net  proceeds,  $ — .  Remitted  a  bank  dr;i,ft  purchased 
per  cheque  with  net  proceeds  due  the  shipper.  (Exchange  |7  .) 
Cash  sales,  $75.20. 

13.  Caverhill  &  Co.  rendered  an  acct.  sales  of  our  shipment  to  them  of  the 

Gth  inst.  Our  net  proceeds,  $220.  They  remitted  Jas.  C.  Dobson's 
note  due  to-day  for  $100,  and  cash  for  balance,  $ — .  J.  C.  Dob.son 
paid  his  note  per  che(|ue.     Cash  sales,  $."')3.00. 

14.  James  Wil.son  withdrew  for   private   use,   casii  $20.40.      Shipped   to 

Logan  &  Sons,  Hamilton,  to  be  sold  on  our  account  and  risk, 
25"bbls.  Can.  Heavy  Mess  Pork  at  $15,  1200  lbs.  Pickled  Poi-k  at 
9c.,  100  tubs  Lai'd  00  lbs.  each  net,  atlOc.;$ — .  Paid  shipping 
expenses  per  cheque,  $13.20.     Cash  sales,  $40.90. 

15.  Drew  on  Logan  &  Sons  at  15  days  for  $500.     Received  from  H.  E. 

Weldon,  Guel{)h,  his  second  consiginnent,  consisting  of  200  sacks 

Matchless  Flour  invoiced  at  $1.50.      Paid  freight  with  cash,  $0.30. 

Cash  sales,  $52.75. 
10.  James  Wilkie  paid  on  acct.,  cash  $23.     Sold  H.  H.  Caldwell  500  lbs. 

Long  Clear  Bacon  at  lOc,  3  sacks  Standard  11  Rice,  250  ll)s.  each, 

at  5c.;  $ — .      He  rejuitted  his  note  at   10  days  to  close  acct.,  $ — . 

Accepted  H.  E.  Weldon's  draft  at  30  days,  pavable  at  the  Bank  of 

Montreal,  for  $50.     Cash  sales,  $00.10. 
17.  Sold  J.  A.  Adams  on  his  note  at  10  days,  100  sacks  ]Matchless  Flour 
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20. 


21. 


fr-oin  J  I.  E,  Weldon's  consignniont  No.  2  at  $1.00;  $— .  Bis- 
couutod  Logan  it  Sous'  acceptance  at  8^.  Proceeds  deposited, 
$— .  Casli 'sales,  8^9.90. 
IS.  Sold  C.  H.  Young  5  ])1j1s.  Sti-ong  Baker's  Flour  at  $3.G0,  90  sacks 
Matchless  Flour  fi'oui  H.  F.  Weldon's  consignment  No.  2  at  $1.G0; 
$ — .  lleceived  in  payment  liis  sight  draft  on  Montgomery  &  Co. 
for  $100  and  his  note  at  30  da^'s  for  balance.  Sold  10  sacks 
INIatchlcss  Flour  (daiuaged)  from  H.  E.  Weldcm's  consignment 
No.  2  for  cash,  $.3.      Cash  sales,  $73.45. 

Bought  of  liutherford  &  Co.,  Toronto,  for  cash,  100  sacks  Kolled 
Oats  at  $1.50,  30  sacks  Cornmeal  at  $1.70,  1000  lbs.  Bk.  Jiacon  at 
lie;  $ — .  Pai<l  freight  per  cheijue,  $13.60.  Paid  John  Scott, 
with  goods,  for  repairs,  $6.20.     Cash  sales,  $39.20. 

Iiende!"ed  H.  E.  Weldon  an  acct.  sales  of  his  s(!cond  consignment, 
chaiging  2%  connnission,  $2.40  for  storage,  $2. (SO  for  drayage,  and 
$1.30  foi'  insurance.  Net  procetids,  $ — .  lieiuitted  in  payment 
J.  A.  Adams'  note  (taken  at  face  value)  and  cash  for  balance  due 
the  shipper,  $ — .  A.  1).  McKinnon  paid  his  note  due  this  day  per 
clieque,  $ — .  Cash  sales,  $49.70, 
22.  Logan  &  Sons  rendered  an  aect.  sales  of  our  sliipment  to  tliem  of  the 
14tli  inst.  Cur  net  proceeds,  $1125.  They  remitted  in  payment 
our  acceptance  favor  of  H.  E.  Weldon  due  this  day  for  $200,  a 
sight  di'aft  on  W.  AV.  Harris  for  $300  and  placed  the  balance  to 
our  ci-edit,  $ — .      Cash  sales,  $59.55. 

Shijjped  to  Logan  &  Sons,  Hamilton,  to  be  sold  on  our  acct.  and  risk, 
40  Dressed  l^logs,  8800  lbs.,  at  $5.40,  Paid  shipping  expenses  per 
checjue,  $15.60.  Peter  Smith  paid  his  note  per  cheque,  $ — .  Cash 
sal(>s,  SCA.'IO. 

Sold  John  Black  on  acct.,  300  lbs.  S.  C.  Ham  at  13c.,  60  ]])s.  Mocha 
Coflee  at  42c.;  $— .    Paid  cash  for  Fuel,  $6.90.     Cash  sales,  $55.40. 

Beinitted  a  (h-aft,  purchased  with  cash,  in  full  payment  of  Murray 
&  Fi-aser's  acct.  Exc-hange  2r)c.  Bought  of  1).  W,  Wright  for 
cash,  an  Oilice  Desk,  $60.     Cash  sales,  $82.35. 

(Sf.iK^ei/f's  iKtme  here)  withdrew  for  private  use,  cash  $80.  Paid  J.  K. 
Patterson  on  acct.  of  salary,  casli  $20.     Cash  sales,  $56.70. 

Drew  on  Logan  et  Sons  at  30  days  for  $365,  James  Wilson  with- 
drew for  private  use,  per  che(iue,  $60.     Cash  sales,  $64.20, 

Bought  of  T.  C.  Palliser  on  our  note  at  2  months,  2000  bushels  Early 
Burpee  Potatoes  at  30c.,  which  we  immediately  shipped  ^o  Smith  it 
Galloway,  Toronto,  to  b(?  sold  on  our  account  and  risk,  $ — ,  Paid 
sliippitig  exp(>ns(>s  pin-  cho(|ue,  $13.40.  H.  H.  Caldwell  remitted 
his  cheijue  in  payment  of  his  note  due  this  day,  $ — ,  Discounted 
Logan  ct  St)ns'  note  for  $365  at  8"/  ,  Proceeds  deposited,  $ — , 
Cash  sales,  $53.10. 
30.   Logan    it    Sons    rendered  an  acct.   sales  of  our  second  shipment  to 
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them.  Our  net  proceeds,  $500.  Thoy  remitted  to  us  cash,  81*^0. 
Paid  J.  K.  Patterson  per  clieque,  balance  of  month's  salary,  8 — . 
Paid  James  Sutton  wages  for  the  month  per  cheque,  $20.  Paid 
rent  per  cheque,  $50. 

Inreidoru's,  April  30th,  ISOG. 

Merchandise ^1476  64 

SliijHiieiit  to  Smith  &  Galloway,  No.  1 Gl.'i  40 

Office  Furniture 8S  00 

Fuel r>  (;o 

Insurance  (unexpired  premium)   30  00 


SET  V. -WHOLESALE  PROVISION  AND  COMMISSION 

BUSINESS. 

Books  used  —  7'he  same  as  for  Set  IV. 

PARTNKIiSIIIP — FOUR    PARTNKHS. 

TRANSACTIONS. 

May  4,  18DG. 

The  firm  has  this  day  admitted  John  Tlodg.son  as  a  jiartner,  gains  and 
los.ses  to  be  shared  in  ])r()portion  to  investment.  Mr.  Hodgson  invests  as 
follows  : 

Resources — Mdse.  as  per  inventory,  $2700,     ]\I.  C.  McDougalTs  note  at 
3  moath.s,  dated  Feb.  fi,  189G,  for  $400.     J.  II.  Brown's  note  at  2 
laonths,   dated  jMai'ch  12,   1896,  for  $250.     (J.  P.  Oilroy  owes  on 
aect.,  $IIG.50.     H.  A.  Waddell  owes  on  account,  $39.00. 
Liahilitles — Note  favor  of    (icorge  King  for  $7().10,    dated  Jan.    7, 
1890,    at  5   months,    payable  at  the  Bank    c)f  Commerce.       Note 
favor  of  Alex.  Crichton  f(»r  $92,  dated  .Jan.  22,  1890,  at  4  months, 
payable  at  the  l»ank  of  Ottawa. 
Re-engaged  J.  K.  Patterson  as  accountant  at  $80  per  mojith.      Eagaged 
J),  A.  McClure  as  cleik  at  $40  per  aioath, 
5.   IJought  of  Mason  tk  Co.,  Gueli)li,  for  cash,   2")   bbls.  Shoulder  Mess 
Pork  at  $13  ;  5  tubs  CreaauM-y  P.uttei-,  02,  04,  53,  (15,  03,  tare  8  lbs. 
each,  at  14c.;  40  sacks  Rolled  Oats  at  $1.5.3;    $ — .      Paid  freight 
per  cheque,  .f  10.00. 
0.   Shipped  to  Symiagtoa  tt  Co.,  Kiacardine,  for  sa^e  on  joiat  acct.,  each 
one-half,    100    bbls.    Baldwin    Apples    at    $1.75,    201)   bbls.    Saow 
Ai)ples  at  $1,80;  $ — .      Paid  shij^piag  expenses  with  cash,  $10.50. 
W.  J.  Chisholm  withdrew  for  private  use,  cash  $21. 
7.   Smith   &  Galloway  rendered  an  acct.  sales  of  our  shipmeat  of  the 
29th  alt.     Our  net  proceeds,   $590.40,      They    remitted    a   bank 
draft  purchased  with  the  amount  due   us,    which  we  deposited^ 
$ — ,     Paid  petty  expen.ses  per  cheque,  $3.20. 
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8.  Sluppcjl  to  Logan  it  Sons,  Hamilton,  to  bo  sold  on  joint  aect.,  each 
one-hulf,  20  ])l.ls.  SlK.uldcr  iMcss  Pork  at  ii^l.'i.lO,  liO  bl)l.s.  Can. 
Heavy  AFcss  Pork  at!?!  I.()0,  80  tubs  Jjaid,  GO  lbs.  each,  net,  at  lOc. ; 
$ — .  Paid  ship[)iiii(  cxjKMises  per  chet|U(^,  $10. (50,  A.  IM.  Merrick 
remitted  his  sight  draft  on  Walker  &  Co.  in  full  payment  of  acct., 

^--  .        .  . 

0.    M.  C.  JVIcDoiigall  paid  his  note  duo  this  day  per  cheque,  $  -  .      Paid 

J.    K.   Pa(t(M'son  on   acet.   of  salary   per  cliecpie,  iir'JO.     [Sfudnit's 

tmme  ht'rv)  withdi'ew   cash,  .$.")1.     Paid   petty  expenses  with  cash, 

$i;mo. 

11.  lleceived  from  Gibson  k  Co.,  Paisley,  to  1)0  sold  on  joint  acct.,  each 

one-half,  200  boxes  Factoiy  Cheese,  12,000  lbs.  gi-oss,  tare  1100 
lbs.,  at  T^'c;  ^  — .  They  ])aid  shipping  expenses,  .^6.25,  and  on 
receiving  the  goods  we  paid  freight  per  ch(M|ue,  $14.  James 
Wilkie  paid  on  acet.  cash,  $10.  James  Wilson  withdrew  for 
private  use  cash,  $133. 

12.  Symington  I't  Co.,  Kincardine,  rendered  an  acct.  sales  of  our  shipment 

(first)  to  them  on  joint  aect.  of  the  0th  inst.  Our  ■*,  net  pi'oceeds, 
$21)0.75.  They  remitted  a  sight  draft  on  P.aker^t  Son  for  $280 
and  their  note  at  10  days  to  close  acct.,  $ — .  Paid  i)etty  expenses 
per  cheque,  $5.20. 

13.  H.   P.  Pollock  paid  his  note  as  per  B.B.  with  cash,  $ — .     Drew  on 

Logan  &  Sons  at  10  days  for  $3(10.  Accepted  (libson  it  Co.'s 
draft  on  us  at  10  days  for  $200,  payable  at  the  Lank  of  jVIontreal. 
W.  J.  Chisholm  withdrew  for  private  use  per  cheque,  $10.  Paid 
D.  A.  McClure  on  acct.  of  salary  per  checjue,  $15. 

14.  Bought  of  Cooper  &  Smith,  Seaforth,  120  bbls.  Northern  Spy  Apples 

at  $1.70,  120  sacks  Cornmeal  at  $1.G5,  200  sacks  Rolled  Oats  at 
$1.50  ;  $ — .  Remitted  Logan  k,  Sons'  acceptance  for  $360  and  cash 
for  balance,  $ — .  Paid  freight  per  cheque,  $16.80.  Paid  petty 
ex])enses  per  che(iue,  $3.90. 

15.  Sold  C.  H.  Pei'ley  ft)r  cash  the  wliole  of  Gibson  Sc  Co.'s  consignment 

on  joint  acct.  of  the  1 1th  inst.,  at  $880,  and  rendered  an  acct.  sales 
of  the  same.  Charges  :  freight  $14,  dra3'age  $1.40,  storage  Ic.  per 
box  ;  $  -  ;  insurance  $1.80,  conimission  2,^^'/^  on  sales;  $ — .  Our 
.V  net  proceeds,  $  —.  Gibson  &  Co.'s  ^-  net  proceeds,  $  — .  Re- 
mitted our  cheque  issued  for  tlie  whole  amount  due  the  consignor, 
$ — .     J.  H.  iJrown  paid  his  note  due  this  day  per  cheque,  $-- . 

16.  Sold  M.  A.  Allen  on  his  note  at  30  days,  pa3^al)le  at  tlie  Bank  of 

Montreal,  100  bbls.  Northern  Spy  Apples  at  $1.90,  50  sacks  Rolled 
Oats  at  $1.65,  40  kegs  Mixed  Pickles,  5  gals,  each  at  50c.;  $—. 
John  Black  paid  on  acct.  cash,  $20.  Paid  petty  expenses  per 
cheque,  $10.20. 
18.  Bought  of  Symington  &  Co.,  Kincardine,  50  tubs  Ci-eamery  Butter, 
3250  lbs.  gross,  tare  450  lbs.,  at  15c.;  $ — .     Remitted  in  full  pay- 
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ment  a  hank  (h'aft  puicliased  ])cr  cIkmiuo,  .*? — .■**■      Paid  freiylit  per 

clietpK^,  ;!<().  10.       Deposited  in  hank,  cash  !^1(M)(). 
Paid  our  accejitance  favor  of  H.  K.  Weldon,  due  this  day  as  per  ]U»., 

per  cIkujuo,  $ — .      li.   A.   Waddell  paid  his  acct.   in  full  with  his 

si'dit  draft  on  C.  P.  (Jilrov,  8  — . 
H.  C.  Petei's  has  failed.      ]{eceived  easii  in  })aynu'nt  of  our  acct.  at 

60c.  on  the  dollai-,  iii'^.     Paid  petty  expenses  per  cheque,  $7.80. 
P>(»u<f)it  of  Ah'redith  it  Co.,CT(»derich,  for  shi])niont  to  Sniilh  it  ( Jalloway, 

Toronto,  on  joint  acct.  each  one-half.  l()()il  ])hls.  Fine  Salt  at  $1.20, 

$ — .     ]leinitted  in  full  j)aynient  a  h.'uik  draft  for  which  we  issued  our 

che(|ue,  $ — .     Paid  siiipping  expenseis  per  cheque,  $20.50.     lletired 

C.  H.  Young's  note  due  this  day  on  receipt  of  a  new  note  bearing 

interest  at  10'/^,  $ — . 
Logan  it  Sons,  Hamilton,  rendered  an  acct.  sales  of  our  shipment  to 

them  of  the  8th  inst.  on  joint  acct.     Our  i  net  proceeds,  $532.30. 

Drew  on  them  at   15  days  to  cover  net  proceeds  and  close  acct., 

$ — .     Paid  J.   K.    Patterson  on  acct.   of  salary  cash,  $10.     Paid 

petty  expenses  per  checjue,  $3.45. 
Sold  James  Wilkie  on  acct.,  5  tubs  Creamery  Butter,  58  lbs.  each  net, 

at  18c.,   3  sacks  Polled  Oats,   at  $1.05;  $— .     Bought  of  A.  L. 

Robinson,  320  bush.  Potatoes  at  20c.;  $  — .     Gave  in  full  payment 

an  order  on  C.  P.  Gilroy. 
Retired  Symington  it  Co.'s  note  on  receiving  cash  $100  and  a  new 

n;)te  at  30  da3's  bearing  interest  at  10"/^  for  balance  of  old  note, 

$ — •.      Paid  Alex.  Crichton's  note  per  cluMpie,  $ — . 
Discounted    Logan   it    Sons'   acceptance   dated    22nd  inst.    at    8°/„. 

Proceeds  deposited,  $ — .     Paid  our  acceptance  favor  of  Gibson  it 

Co.  per  draft,  for  which  we  issued  our  che<iue,  $ — . 
C.  P.  Gilroy  remitted  his  checjue  in  full  payment  of  acct.,  $ — .     Alex. 

Stewart's  note  was  held  until  to-day  at  his  request.      Dt;  paid  it  in 

full  per  cheque,  with  intei-est  at   10%  after  the  date  of  maturity. 

C.  C.  J)urley  paid  his  note  in  full  with  cash,  $  -. 
Sold  J,  C.  P>urns,  on  his  note  at  2  months,  200  bush.  Potatoes  at  25c., 

$ — .      Paid  cash  for  repaii's,  $3.90. 
Prepaid  (mr  note  favor  of  T.  C.  Palliser  with  cash.   Rate  of  discount,  8°/^. 
Paid  J.  K.  Patterson  the  balance  of  month's  s  ' 


ly  per 


4^ 


Paid  D.  A.   IMcClure   the   balance  of  month's  salary  per  cheque, 
$ — .     Paid  rent  for  the  month  per  che(i[ue,  $50. 

Inventories,  May  30,  ISDG. 

Merchandise $.3894  43 

Otiice  Furuiture 80  00 

Insurance  (unexpired  preniiuin) 15  00 

Interest  and  Discount 

Sliipnient  Co.,  G .  .  .    

''When  the  rate  of  exchange  is  not  given  it  ia  to  be  taken  at  i%. 
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SET  VI.  -MANUFACTURING  BUSINESS. 

Hooks  used — Same  as  for  Sft  VI.,  'page  2S9. 

Sept.  1,  IS'Jil, 


William  Symington  and  (Sfiulenl'fi  'x.dine  here)  have  this  day  formed  a 
co-partn(4vship  for  the  jnirpose  of  carrying  on  a  Lumber  Manufacturing 
liusiness  under  the  firm  title  of  Symington  &  (StiideiU's  surname  here). 
Either  partner  is  to  be  allowed  interest  at  the  rate  of  7°/^  on  the  excess 
of  his  net  investment  o\er  that  of  the  other.  After  deducting  such 
interest,  gains  and  losses  are  to  be  shai-ed  equally. 

C.  (J.  Milverton  leased  to  us  his  sawmill,  lumber  yard  and  office,  situate 
on  Sanford  Street  for  a  jaeriod  of  3  years  at  .*228()  per  annum,  payable 
monthly, 

William  Symington  invests  cash,  $5000;  J.  A.  Ycjung's  note  dated 
June  9,  1S!K),  at  3  months,  payable  at  the  Jmperial  Bank,  for  $438. 
This  note  bears  interest  at  U'/c-     Total,  $ — . 

(Sfiidi'iif's  name  here)  invests  cash,  $4000,  Material  as  per  inventory, 
$3160;  Lumber,  etc.,  as  per  inventory,  $2400.      Total,  $— . 

Engaged  C.  H.  Peters  as  accountant  at  $840  per  annum,  J.  S.  Griffin 
as  lumber  yard  foreman  at  $600  per  annum,  R.  C.  Perrin  and  H.  B. 
Huston  as  lumber  yard  hands  at  $26  per  month,  A.  H,  Scott  as  delivery 
teamster  at  $26  per  month.  M.  H.  Forrest  as  sawmill  foreman  at  $720 
per  annum,  Jas.  (Vtllier  as  filer  at  $45. .50  per  month,  W.  W.  Howey  as 
sawyer  at  $45.50  per  month,  A.  Fenwick  as  setter  at  $45.50  per  montli, 
R.  G.  Walton  as  edger,  AN'.  F.  Sp(mcer  as  trimmer,  James  Herchmer 
as  scaler,  each  at  $39  per  montli ;  C.  P.  Baker  as  engineer  at  $52  per 
month,  John  Kenny  as  fireman  at  $26  per  month,  J.  H.  Edwards  as  mill 
teanister  at  $26  per  month,  Jacob  Carson  and  A.  H.  Harris  as  mill  hands 
at  $1  per  day.      Services  of  all  employees  to  connnence  to-day. 

Bought  of  Carswell  ct  Sons  on  our  acceptance  at  15  days,  a  Team, 
Wagon  and  Harness  (for  delivering  lumber)  at  $250;  also  a  Team 
with  outfit  for  logging  at  $280.  Bought  of  Smith  &  Co.  for  cash, 
Oil  and  other  supi)lies  for  mill  as  per  invoice  No.  — ,  $30. 

2.  Deposited  in  the  Jiank  of  Ottawa,  cash  $6000.     Bought  of  Doughty 

&  Co.,  Pemln'oke,  on  our  acceptance  at  10  days,  Logs  as  per  invoice 
No.  — ,  $700.  Paid  for  floating  logs  to  mill  per  cheque,  $48.50. 
Bought  of  Bannerman  &  Co.,  Revelstoke,  for  cash,  B.  C.  Cedar 
Shingles  as  per  invoice  No.  — ,  $600,  Paid  freight  per  cheque,  $75. 
Time — Lost,  W.  F.  Spencer  \  day,  Jacob  Carson  ^  day. 

3.  Took  out  Insurance  Policy  for  $5000  for  one  year.     Paid  premium 

per   cheque,    $180.     Sold   C.  A.   Kernighan   on   his  note    at    10 
days : 
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100  pes.  2"  X  4"  X  12'  S.  1  S.  A-  1  E.  ] 

100  pes.  2"  X  4"  X  14'  M  -  at  $14.50  por  M.* 

100  pes.  2"  X  4"  X  16'  „  J 

181  ft.  B.M.  r  3rd  Clear  W.P.  10'  Rf.^ 


65f  ft. 

554  ft. 

792  ft. 

99  ft. 

5000  ft. 

12' 
14' 
10' 
18' 


at  $34.50  iH'V  M. 


(V  Shiplap  at  $12  per  M. 
25000  XXX  Sawn  Shingles  at  $2.()0  ].cr  M. 

Time  —  Lost,  W.  b\  Spencer  .',  day,  .).  11.  Edwards,  |  day. 

4.  Sold  M.  C.  Alton  on  his  acceptMiiee  nt  15  days  : 

20  pes.  4"  X     4"  x  18'  UV.]     .^.^         ,, 
25  i)C8.  8"  X  10"  X  30'  li.P.f  '^'^•"^'*  1"''"  *  '• 
6000  ft.  B.M.  1"  1st  Clear  W.R  at  $15  per  .M. 
10000  ft.  B.M.  1"  Selects  at  $32  per  M. 
4800  ft.  B.M.  1"  Clear  B.C.  Cedar  at  $50  per  M. 
Time — Lost,  A.  Fenwick  h  day. 

5.  Paid  M.  H.  Forrest  on  acct.  of  wages  per  che(iu(>,  $10.     Bought  of 

Percival  &  Larkin,  Ottawa,  Logs  as  per  invoice  No.  — ,  $480. 
llemitted  in  payment  a  draft  purchased  per  checjue  (E.xchange  -^"/J. 
William  Symingtou  withdrew  from  business  j^er  che(|ue,  $20. 

7.  Sold  A.  H.  Sanders,  Bi-ockvilh;,  on  his  acceptance  at  30  days  : 

10000  ft.  B.M.  Bevel  Siding  W.P.  at  $22  per  INI. 

30000  B.C.  Dimension  Shingles  at  $4  per  M. 

25000  Pine  Lath  at  $2.80  per  M. 
(Student's  name  here)  took  from  yard  for  pri\ate  use,   8000  Xo.  1 
Pine  Shingles  at  $2.75  per  INI. 

Time — Lost,  H.  B.  Huston  I  day,  A.  11.  Scott  1  day. 

8.  Sold  H.  D.  McLellan  on  acct.: 

20  pes.  3"  X  6"  X  IS'  R.P.  at  $20  i^er  M. 
30  pes.  4"  X  6"  X  12'  Wliite  Oak  at  $54  per  M. 
Sold  W.  C.  McKirchar  for  cash  : 

3000  ft.  B.M.  1"  Clear  B.C.  Cedar  at  $50  per  M. 
Time— Lost,  W,  W.  Howey  j  day,  B.  G.  Walton  },  day. 

9.  Sold  S.  H.  Cann  on  acct.  : 

6000  ft.  B.M.  1st  B.C.  Fir  Flooring  at  $36  per  M. 

5000  ft.  B.M.  1st  Cedar  Siding  at  $34  per  M. 
Bought   of   Davidson   &   Barratt,    Arnprior,    Logs   as   per  invoice 
No.  — ,  $800.      Remitted  in  payment  a  draft  purchased  j)(U'che(|ue. 
(Exchange  |^^/„.)     Paid  for  removing  logs  to  saw-mill,  cash,  $36. 

Time  — Lost,  Jas.  Collier  h  day,  John  Kenny  1  day. 
10.  Paid  C.  H.  Peters  on  acct.   of  wages  per  cheque,  $10.     Sold  A.  H. 

•In  the  case  of  lumber  or  timber,  the  price  of  1000  ft.  board  measurement  is  to  be  talcen  through- 
out this  exercise,  unless  other^vise  specified. 
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Mfickiiy   for   ciisli,  f)    lojids   Slfil).s   at  .*1.1()    )m-i-    loud.      l»ou;,flit    (»f 
hixoii    it  Sons,    MoMti'cuI,    for  ciisli,  ji  SatV  for  oHicc,  !^|  "JO.      I'uid 
frcit^lit  p(!r  c'lu)(jUo,  8<>.''>0.     AVilliuiii  Symington  withdrew  cash,  )i?20. 
Tiiiu! — Lost,  }{.  C.  IVi-riii  },  day. 
11.   Sold  .las.  Aii'd  on  his  note  at  iU  duvs  : 

10  IK'S.  3"  X  S"  X  2-t'  Tanmrac  at  SIO  i^r  M. 
5000  ft.  H.M.  1st  li.n.'l  Sidii%  W.P.,  at  .i?23  per  M. 
Shij)p('d  pec  order  of  C.  K.  Lnnisdcn,  lii'ockville  ; 

5000  ft.  iJ.M.   1st  Cedar  Sidin,^  at  ^V.)  jx-r  M. 
0000  ft.  ]i.M.  Red  Cluirry,  Jloii,i,di,  at -SCO  j.er  M. 
Time  —  Lost,  .las.   Colli(;i'   h  day,   Jas.    llerchnK-r  |  day,  A.  ][. 
Harris  .^,  day. 
1'2.  .1.  A.  Younjf  paid  ill   full   his   note   with   interest   as   ])er    \\.V>.     The 
l)ank    lias  credited    us    with    the    ])roceeds,    S     .      Paid    cash    for 
Stationery  and  Postagf;,  $l.)*(0.     Paid  < '.  P.  Ilaker-  on  acct.  of  wa<,'es 
])(^r  che(pi(^,  $10. 
11.   S.  II.  Caiui  remitted  on  acct.   liis  sitfht  di-aft  on  K.   A.   JNfai'lin",'  for 
$180.      C.  C.  JNIilverton  has  added  new  machinery  as  p,er  terms  (»f 
contract,  valued  at  $110.     We  advanced  for  liim  casli  in  full  pay- 
ment at  8"/^. 

Time  --Lost,  A.  Fenwick  1  day,  Jacob  Carsoii  j  day, 
15.  Paid  per  checjue  our  acceptanct;  favoi-  of  l)oughty  <k,  Co.,  as  per  B.B., 
$ — .  Bought  of  Percival  &  Larkin,  Ottawa,  on  c)ur  acceptance  at 
30  days.  Logs  as  per  invoice  No.  — ,  $.'505.  Paid  cash  for  cleaning 
office,  $1.10.  Paid  W.  A\  .  llowey  on  acct.  of  wages  per  cheijue, 
$5.  Paid  J.  H.  Edwards  on  acct.  of  wages  per  che(pi(>,  $2.50. 
IG.  C.  A.  Kernighan  remitted  in  j)ayment  of  his  note  duo  this  day  as  per 
B.P>.,  his  sight  draft  on  Snyder  &  Co.  for  $'J8.12  and  a  new  not(; 
at  30  days  beai-iiig  interest  at  8°/^  for  l»alance  of  old  note,  $ — .  H. 
D.  McLellan  paid  on  acct.,  cash  $20. 

Time — Lost,  11.  (J.  AValton  ^  day,  Jas.  Collier  },  day. 

17.  Sold  L.  E.  Farquharson  on  acct.  : 

30  pes.  0"  X     0"  X  18'  Hemlock  at  $12  per  M. 
12  i)cs.  1"  X  12"  X  21'  Pine  at  $20  i)er  INI. 

{Studeiv's  name  here)  withdrew  fi-om  business  i)er  cluMpie,  $10. 
Time — Lost,  A.  H.  Harris  |  day. 

18.  Engaged  John  lioberts  and   Jas.    Cameron  as  mill  hands  at  .$1  per 

day.  Services  to  connn(>nce  on  JMonday  the  21st  inst.  L.  E. 
Farquharson  returned  3  pes.  4"  x  12"  x  21'  Pine  Timl)er  sold  to  him 
on  the  17th  inst.  Deposited  in  bank  cash,  $300.  Paid  J.  8. 
Griffin  on  acct.  of  wages  ])er  che(|ue,  $15. 

Time — Lost,  H.  J>.  ILuston  1  day,  James  Collier  \  day. 

19.  Sold  T.  C.  Jones,  on  his  note  at  GO  days,  3550  ft.  B.M".    1  inch  Clear 

Red  Pine  Lumber  at  $32  per  M.,  $ — .  Paid  })er  cheque  our 
acceptance  favor  of  Carswell  ifc  Sons  due  this  day  as  per  P 
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Paiil  A.  H.  IT/irris  i\ui  full  aiiif)Uiif  <»f  waijcs  due  liiiu  ]irr  <li('(|ii(', 
$ — ,  and  disci liU'Ltcd  him. 

Time      Lost,  K.  C  I'cnin  J,   d.-iy,  .las.    llcrchmcr   \   day,    A.    11. 
Harris  .',  day. 

'Jl.  Sold  A.  ]\L  AVinklcr,  on  his  acceptance  at  00  days,  :V2{0  ft.  II. .M.  0 
inch  W.P.  Si(li^,^'  at  i^'M\  per  M.,  -JCOO  ft.  li.Sl.  S  inch  Sliiplap.it 
$1]0  per  M.  ;  {000  XXX  Sawn  Shin_<;lcs  at  8-"{  per  .M.,  $■-.  his- 
counted  A.  M.  Winkler's  acc(4)tanco  at  8 '/„ ;  proceeds  (h.'posited, 
$ — .     William  Syniingtoti  withdrew  for  private  use,  cash,  8  17.07. 

2-2.  H(>u,i,'ht  of  Liddell  &  Co.,"  I.oi^rs  as  per  invoice  No.—,  $1000.  (!ave  in 
})ayment,  cash,  8000  and  our  note  at  .'iO  days  for  balance,  8  -. 
M.  C.  Alton  remitted  in  payment  of  his  acceptance;  due  this  d.-u, 
as  per  B.  !>.,  his  siyht  draft  on  Farren  &  McAlurry  for  8100,  and  a 
hank  draft  for  l)alunce,  8 — . 

'J'ime  — Lost.,  JL  J).  JIust(m  |  day,  Jacob  Cai'son  }  day. 

23.  lleceived  from  C.  K.   Lumsden  on  acct.,  O.   II.   Jlolloway's  note  for- 

$2o').r)0,  dated  Au,<,'.  (I,  1S90,  ct  .'{  m«mths.*  This  not(>  hears 
intei'cst  at  H /^,.  Engas^ed  P.  Macpherson  and,  U.  II.  Ilolthins  as 
mill  hands  at  8L10  i)er  day;  services  to  connnence  on  the  L'lth 
inst. 

Time — Lost,  A.  Fenwiek  \  day. 

24.  Sold  Matthew  Fisher,  on  acct.,  •A2')b  ft.  1st  Clear  White  Pine  Finish- 

ings at  800;  0000  Pine  Lath  at  82.f<0  per  iNL  ;  14000  ll.C.  Cedar 
No.  1  Shingles  at  83  per  jM.;  8 — •  Paid  cash  for  repairing  t)Hice, 
$L20. 

Time — Lost,  II.  (1.  Walton  |  day,  Jacob  Cai-son  },  day. 

25.  L.  K.  Macj)hersoiv  j)aid  on  acct.,  })er  che(|ue,  .820.      Ilought  of  llobert- 

soii  &  Co.,    Montreal,    for   cash,  supplies  for  mill,  as   per  invoice 
No.  — ,  825. 
20.   Prepaid  our  acceptance  favor  of  I'ercival  ct;  Larkin,   as  pei-  P).  li.,   jx-r 
cheque.      Kate  of  discount  8'/.      Paid  W.  F.  Spencei",  on  acct.   of 
wages,  per  che(|ue.  8'">. 

Time — Lost,  John  lloberts  },  day. 

28.  Sold  J.   C.    Sc(.tt,    on    his    note  "at    10  days,   5000    P..C.   T)imensi(.n 

Shingles  at  84  per  M.  ;  10000  ]»ine  Lath  at  82.80  per  M.;  8  -. 
H.  1).  Mcdjcllan  paid  cash  in  full  of  acct.,  8 — • 

Time—  Lost,  A.  Fenwiek  |  day,  Jas.  Iferchmer  I  day. 

29.  Deposited  in  hank,  cash  8500.     Sold  S.  Jl.  Cann  on  acct.,  0500  ft.  No. 

2  Culls  at  80,  1500  ft.  Clear  ]i.C.  Cedar  inch  Lund)ei-  at  850,  8    -. 
Tim(>     Lost,  K.  a  Walton  ^  day,  W.  F.  Spencer  ]  day,  J.   H. 
Edwards  |  day. 

30.  Paid    employees    in    full    to    date,    per    cheque,    8    ~-      Paid    C.    C. 

Milverton  the  amount  of  I'cnt  still  due  him,  ])er  che(|ue,  8 — . 
Time—Lost,  H.  P.  Huston  \  day,  W.  W.  llowey  i/  day. 

*  Note  taken  at  face  value  j>his  interest. 
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Inventories,  Sept.  30,  ISOG. 

Material  on  hand $3594  50 

Merchandise  on  hand 3504  87 

Mill  Team  with  Outlit 2(;0  00 

Delivery  Teani  with  Outlit 220  00 

Safe  on  hand 1 10  00 

Interest  accrued 

Insurance  (unexpired  premium) 

At  the  end  of  the  month  the  student  will  test  the  oquilibruim  of  the 
Ledger,  make  financial  statements  ami  close  the  accounts. 

NoTK.— The  student  is  expected  to  write  correspondence,  noies,  drafts,  I'lo.     See  form  of  Time 
Book  on  jiage  245,  an  I  also  form  of  i'ay  Sheet  on  pajje  24C. 
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CHAPTER   IV. 


SET  I.-BOOT  AND  SHOE  BUSINESS. 

Books  used — Savw,  as  for  Si-f .   /.,  jxiye  21'J, 

TRANSACTIONS. 

JdHtiani  4,    1S'J7. 


(^Student's  nditie  here)  lias  this  day  cominenced  tlio  Hoot  and  Shoe 
Busiiu'ss  on Street,  No.  • — ,  investing  as  follows  : 

Resoiirces — Cash  on  hand,  i'^loOO.  Goods  in  Store,  .^lOOO.  H.  ]).  lielfry's 
note  for  .$(')0U,  dated  Dec.  9,  181)6,  at  one  nioiitli,  payahle  at,  the 
Inijieiial  Bank.  A.  C  Blair  o\v(>s  on  acct.  I*!.")0.  H.  M.  Hallett 
owes  on  acct.  $37.50.     L.  B.  Franklin  owes  on  acct.  J?  121). 75. 

Liabilities — My  note  in  favor  of  T.  K.  JJoyee  for  .$182.50,  dated  Nov.  4, 
1896,  at  3  months,  bearing  interest  at  8 ;'. 

5.  Paid  cash  for  Advertising  $•">,  and  for  Stationery,  $3.25.   .  Deposited  in 

the  Bank  of  British  Nortli  America,  cash,  $1200.  Cash  sales, 
$15  70. 

6.  Bought  of  The  Copp,   Cliirk  Co.,  Toronto,  a  set  of  ( )llice  l)Ooks  for 

casli,  $15.  Bought  of  Hamilton  <k,  Sons,  Toronto,  on  my  accept- 
ance at  10  days,  good.s  as  per  invoice  No.  — ,  $120.  Paid  freight 
per  cheque,  $6.20.     Cash  sales,  $21.55. 

7.  Sold  H.   S.  St.  John,  on  his  n(jte  at  15  days,  5  prs.  Ladies'  0   ford 

Ties  at  $1.70;  -1  pis.  ilen's  Calf  Bals.  at  $3.50;  2  prs.  Men's 
Fancy  Slippers  at  $1.75;  3  prs.  Boys'  Bull'  Bals.  at-  $1.25;  $— . 
DevH)sited  in  bank,  cash,  $100.     Cash  sales,  $30.10. 

8.  Sold  A.  L.  Gale,  on  acct.,  3  prs.  Ladies'  Juliet  Bubbers  at  50c.  ;  10 

prs.  Men's  Storm  Rubbers  at  75c. ;  15  prs.  Ladies'  Opera  Slipp(M*s 
at  $1.50;  12  prs.  Boys'  Running  Slujes  at  oOc. ;  $ — .  Paid  casli 
for  delivering  goods,  50c.     Cash  sales,  $35.70. 

9.  "Withdrew  for  private  use,  cash,  $25.60,     Bought  of  Livingston  i^-  Co., 

Hamilton,  on  my  acceptance  at  15  days,  goods  as  })er  invoice 
No.  — ,  $400.     P=iid  freight  per  cheque,  $7.65.     Cash  sales,  $57.80. 

1 1.  Bought  of  W,  H.  Black  &  Son,  IMontreal,  goods  as  per  invoice  No.  — , 

$200.  Remitted  in  payment  a  l)iink  draft  purchased  per  cheque. 
(Exchange  ^:/.)     Paid  cash  for  freight,  $3.75.     Cash  sales,  $29.60. 

12.  Sold  W.  A.  Lloyd,  on  acct.,  5  Barrel  top  Leather  Trunks  at  $10.20  ; 

12  Gladstone  Valises  at  $6.50;  3  Leather  (Trii)s  at  $2  50;  $ -. 
A.  L.  Gale  paid  ou  acct.,  cash,  $20.     Retired  H.  D.  Belfry's  note 
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on  receiving  cash,  $235,  and  a  new  note  at  30  days,  bearing 
interest  at  8^  ft)r  balance  of  old  note,  $ — .  Casli  sales,  .$36.90. 
13.  L.  B.  Franklin  remitttid  on  acct.  his  sight  draft  on  C.  H.  LeClair  for 
f  75.  Paid  casli  for  Postage,  $1.20,  and  for  cleaning  store,  50c. 
Sold  A.  S.  Armstrong,  on  his  note  at  10  days,  10  Barrel  Toj) 
]jeather  Trunks  at  $12.50  ;  5  Canvas  Telescope  cases  at  $1.50  ;  $  — . 
Cash  sales,  $40.20. 

H.  M.  llallcitt  paid  on  acct.  per  clieque,  $17  50.  Sold  A.  L.  Gale, 
on  acct.,  2  Solid  Leather  Valises  at  $12.50;  5  prs.  Ladies'  Oxford 
Ties  at  $1.50;  3  prs.  Ladies'  Butt.  Boots  at  $3.50;  1  pr.  Ladies' 
Tan  Opera  Slippers  at  $1.75  ;  $— .     Cash  sales,  $37.75. 

Engaged  P.  C  Cruikshaidcs  as  accountant  at  $30  for  the  remainder 
of  the  nioiitli.  Paid  cash  for  delivering  goods,  $1.10.  Took  from 
store  for  private  use  i  Canvas  Telescojie  Case  at  $2.50;  1  Solid 
Leather  Valise  at  $18  ;  $ — .  W.  A.  Lloyd  remitted  his  cheque  in 
full  payment  of  acct,  $ — .     Cash  sji.les,  .$39.80. 

Bought  of  C.  C.  Peck,  for  cash,  1  OtHce  Desk  at  $40 ;  3  Chairs  at 
75c.  ;  $— .  Sold  H.  H.  Muirhead  2  prs.  Men's  Storm  Rubbers  at 
75c.  ;  1  pr.  Men's  Calf  Bals.  at  $3.25  ;  $  — .  Received  in  full  pay- 
ment an  order  on  A.  L.  Gale,  which  he  accepted.  Cash  sales, 
$59.35. 

Bought  of  H.  R.  Williams,  at  75c.  on  the  dollar,  his  whole  stock  of 
goods  as  per  inventoiy,  $1200,  assuming  the  following  debts 
payable:  Thos.  Paterson's  acct.,  $100;  N.  T'.  Pinkham's  acct., 
$350;  A.  T.  Boyd's  acct.,  $220.  Paid  H.  R.  Williams  the  balance 
due  him  per  cheijue,  $ — .     Cash  .sale.s,  $48.75. 

Deposited  in  bank,  cash,  $350.  Paid  N.  D.  Pinkham,  on  acct.  per 
cheque,  $100.  Paid  my  a'^ceptance  favor  of  Hamilton  it  Sons, 
Toronto,  due  this  day,  per  (,'he(|ue,  $ — .  Paid  cash  fen*  station- 
ery, $1.25.     Cash  sales,  $35.45. 

Withdrew  for  privjite  use  per  che({ue,  $25.  Paid  Daniel  Pike  for 
repairing  store,  cash,  $1.20.  L.  B.  Franklin  paid  on  acct.  per 
che(jue,  $25.  Sold  J.  S.  Lewis,  on  acct.,  3  prs.  Men's  Niagara 
Rubbers  at  75c. ;  5  prs.  Men's  Calf  Bals.  at  $4 ;  3  prs.  Men'^-, 
Fancy  Slippers  at  $1.80  ;  $— .     Cash  sale.s,  $38.40. 

Sold  K.  T.  ]\loore,  on  his  note  nh  one  month,  10  prs.  Misses'  Kid  Butt. 
Boots  at  $1.().')  ;  10  ])rs.  Bovs'  Canvas  Shoes  at  75c.  ;  2  Club  Bags 
at  $5  ;  4  Solid  Leather  Vali'ses  at  $12  ;  $— .     Cash  sales,  $42.30. 

Sold  P.  C.  Cruikshanks,  on  acct ,  1  Canvas  Telescope  Case  at  $2.25; 
1  pr.  Men's  Calf  Bals.  at  $4.50;  1  pr.  Fancy  Slippers  at  $2  :  $~. 
Cash  sales,  $35.  ()0. 

Bought  of  C.  C.  Peck,  for  ca.sh,  1 
McGowan,  on  his  note  at  10  davs, 
at  $  1  2,  $  -  -.      Cash  sales,  $"0. 70. 

Paid  A.  T.  Boyd  on  acct.,  cash  $100. 
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in  full  per  sight  draft  on  Tlios.  Fowlor,  $ — .      A.  L.  Calo  paid  eash 
in  full  of  acct.,  $ — .      Cash  sales,  $45.30. 

26.  A.  S.  Armstrong  paid  cash  in  full  of  his  note  due  this  day,  $ — .  De- 
posited in  bank  cash,  $1G0.  Sold  W.  A.  Lloyd  on  acct.  2  Leather 
Grips  at  $3,  2  Fibre  Telescope  Cases  at  $1.50;  $-— .  Sold  P.  C. 
Cruikshanks  on  acct.  2  prs.  Ladies'  "White  Opera  Slippers  at $1.75, 
2  prs.  Boys'  Running  Shoos  at  50c.  ;  $— .  Cash  sales,  $44.20. 
Paid  Thos.  Patei'son  on  acct.  per  che(iue,  $50.  Paid  per  che(jue  my 
acceptance  favor  of  Li\  iiigston  &  Co.,  Hamilton,  as  per  B.  15.,  $ — . 
Withdrew  for  private  us(^,  cash,  $10.  Cash  sales,  $52.05. 
Bought  of  Livingston  &  Co.,  Hamilton,  on  my  acceptance  at  30  days, 
goods  as  per  invoice  No.  — ,  $;  00.  Paid  fi-eight  per  clie(|iie,  .$8.20. 
Paid  for  repairs  with  goods  fr(  m  store  $1.45.  Cash  sales,  i?42.10. 
9,  J,  S,  Lewis  paid  on  acct.  per  che(|ue,  $17. G5.  A.  C.  ]>l,iir  gave  his 
note  at  10  days  payable  at  the  Bank  of  I'ritish  North  America  in 
full  payment  of  acct.,  $ — .  Sold  Jolin  Far(]uliars(m  on  acct.  2  ])rs. 
Men's  Oxford  Ties  at  $2,  2  prs.  Fancy  Slippers  at  .$1.75;  $ — ■. 
Casli  sales,  $39.90. 

130.  Paid  rent  for  the  month  per  cheque,  $45.  Paid  P.  C.  Cruikshanks 
balance  of  salary  due  him,  per  cheque,  '$—.  W.  A.  Lloyd  paid  his 
acct   i:^  full  per  che((ue,  $ — .      Cash  sales,  $05.45. 

Inventories,  Jan.  31,  1S07. 

Merchandise S2046  96 

Office  Furniture 80  00 

Int.  anil  Dis.  (Interest  aocrueil) ■ 

Total $ 

SET  I.— Continued. 

Bcoks  used — The  savne  as  for  Set  I.,  ixvje  222. 

TRANSACTIONS. 

,  Feh.  1,   1S07. 

I  have  this  day  added  to  my  inve.stment,  cash  $500.  lie-engaged 
P.  C,  Cruikshanks  as  accountant  ai  $05  per  month.  Engaged 
Hai'ry  Foster  as  clerk  at  $30  ]ier  month.      Cash  sales,  $37. 5(). 

2.  Bought  of  Mui'ray  t<L'  Fra.ser,  Montreal,  goods  as  per  invoice  No.  — , 

$500.  Gave  in  payment  my  acceptance  at  10  days,  pa3'a])le  at  the 
Bank  of  0<)mmei'e(\  Paid  freight  with  cash,  .$.S.GO.  Paid  cash  for 
repairs,  $1.30.     Ca.sh  sales,  $43.!)5. 

3,  Sold  A.  T.  l:}oy'l  oji  acct.,  3  prs.  Ladies'  Crocjuet  Bubbers  at  50c., 

5  prs.  Ladies'  Storm  Bidibers  a*^  GOc,  3  jxs.  iMen's  Calf  Dais,  at 
$4.50,  5  prs.  Boys'  Canvas  Shoes  at  70c. ;  $ — .  L.  B.  Franklin 
paid  on  acct.,  cash  $10.     Cash  sales,  $55.85. 
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4.  Gave  N.  D.  Pinkh,"i,iii,  in  full  payment  of  acct.,  my  note  at  30  days, 
payable  at  the  Bank  of  British  North  America,  $ — .     Sold  H.  M.  ' 
Hallett  on  acct.,  2  Barrel  Top  Leather  Trunks  at  $10,  3  Pack. 
Trunks  at  $]  .75,  1  Club  Bag  at  $4  ;  $— .     Cash  sales,  $52.30. 

Alex.  McGowiin  remitted  his  cli(M|ue  in  full  payment  of  his  note,  due 
this  day  as  per  B.B.,  $ — .  Sold  L.  C.  "J  homj)son  on  acct.,  2  Canvas 
Telescope  Cases  at  $2.10,  1  Solid  Leather  Valise  at  $13.50;  $— . 
Deposited  in  bank,  cash  $1,000.     Cash  sales,  $44.25. 

Bought  of  Crawford  tfe  Co.,  Toronto,  goods  as  per  invoice  No.  — ,  $400. 
Remitted  in  payment  a  bank  draft  purchased  per  checjue,  $ — . 
Paid  freight  per  cheijue,  $5.00.  Sold  William  Harris  on  his  note 
at  10  days,  payable  at  the  Bank  of  Ottawa,  5  Barrel  Top  Leather 
Trunks  at  $13. 25.     Cash  sales,  $60.45. 

J.  S.  Lewis  gave  his  order  on  Thos.  Paterson  to  close  acct.,  $10.  Sold 
James  Riddell  on.  his  note  at  15  days,  5  prs.  Men's  Oxford  Shoes 
at  $3,  3  prs.  Misses'  Tan  Slippers  at  $1.25,  4  prs.  Boys'  Buff  Bals. 
at  $1.20  ;  $ — .  Paid  per  eiieque  my  note  favor  of  T.  K.  Boyce, 
with  interest  as  per  J>.B.,  $ — .  Cash  pales,  $50.25. 
2.  Thos.  Pat3rson  refused  to  accept  J.  S.  Lewis'  order  of  the  8th  inst. 
and  it  was  returned.  Paid  Chas.  Humber  for  digging  garden 
(private)  with  goods  from  .■>toro,  $5.75.     Cash  sales,  $43.85. 

10.  J.  S.  Lewis  paid  cash  in  full  of  acct.,  $ — .     Sold  C.  C.  Mather  on 

acct.,  2  Club  Ba^^s  at  .$4.50  ;  $ — .  Withdrew  for  private  use,  cash 
$20.     Paid  cash  fo^-  delivering  good^,   $1.10.     Cash  sales,  $54.35. 

11.  A.  C.  Blair  paid  in  f'jll  his  note  due  this  day,  per  cheque,  $ — .     Sold 

Thos.  Paterson  on  acct.,  4  prs.  Ladies'  Buff  Bals.  at  $1.30,  6  prs. 
Ladies'  Felt  Slippers  at  $1.10,  3  prs.  Boys'  Heavy  Boots  at  $2,  10 
prs.  ]\tisses'  Goat  Lace  Boots  at  $1.25  ;  $ — .  Took  from  store  for 
private  use  ^oods,  $7.65.     Cash  sales,  $42.90. 

12.  Gave  to  the  General  Hospital,  cash  $10.     Sold  L.  C.  Thompson  5  prs. 

Men's  Gaiters  r.t  o3.20,  lO  prs.  Men's  Fancy  Slippers  at  $2,  3  prs. 
Men's  Stoga  Boi)te  at  $1.80.  Received  in  payment  an  order  on 
A.  E.  Caverhill  for  $20,  the  balance  to  remain  on  acct.,  $ — .  Paid 
cash  for  Advertising,  $2.40,  for  Telegram,  50c.     Cash  sales,  $42.30. 

13.  L.  B.  Franklin  remitted  on  acct.  his  sight  draft  on  A.  H.  Fraser  for 

$12.  Deposited  in  bank  cash,  $200.  Bought  of  Craig  &  Co., 
Toronto,  goods  as  per  invoice  No.  — ,  $360.  Remitted  in  pay- 
ment a  bank  draft  for  wliich  I  issued  my  che«pie,  $ — .  Paid 
freight  per  cheque,  $6.     Cash  sales,  .$5(S.75. 

15.  H.  D.  Belfry  remitted  cash  in  full  paymeiit  of  liis  note  with  interest 

as  per  Ji.  B.,  $  — .  Proceeds  deposited.  Paid  per  cheque  my 
acceptance  favor  of  Murray  it  Fraser,  jNIontreal,  as  per  B.  B.,  $ — . 
Cash  sales,  $38.40. 

16.  Paid  Thos.  Paterson  cash  in  full  of  acet.,  $ — .     Sold  A.  M.  Lougheed 
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on  his  note  at   10  davs,   2  Solid  Leather  Valises  at  $12.50  ;  $ — . 

Paid  cash  for  Fuel,  $7".50.     Cash  sales,  $42.30. 
A.  E.  Caverhill  paid  cash  in  full  of  acet.,  $  — .     L.  B.  Franklin  remitted 

his  cheque  to  close  acct.,  $ — .     Cash  sales,  $48.90. 
Bought  of  Housser,  Farren  &  Co.,  Toronto,  on  my  acceptance  at  10 

days,  goods  as  per  invoice  No, — ,  $120.       Paid  frcMght  per  che(jue, 

$2.80.      Paid  P.  C.  Cruikshaiiks  on  acct.  of  salary,  per  cheque,  $10. 

Took  goods  from  store  for  piivate  use,  $5.20.     Cash  sales,  $4G. 25. 
William  Harris  gave  an  order  on  A.  T.   ]>oyd  in  full  payment  c»f  his 

note  due  this  day,   $ — .      Sold   Ilany  Foster  on  acct.  1  pr.  INlen's 

French  Calf  Bals.^-it  $3.25,  1  pi-.  Fanc'v  Slii)pers  at  $2  ;  $— .     Cash 

sales,  $39.80. 
Bought  of  L.  C.  Thompson,  for  private  use,  a  huggy  at  $00.     T(X)k 

cash  from  till  to  clo.se  his  account,  $20.90,      Cash  sales,  $59.20. 
C.  C.  Mather  paid  cash  in  full  of  acct.,  $— .      Sold  John  FaiNjuharson 

on  acct.  3  prs.  Men's  Calf  Sowed  Boots  at  $4.50,  1  L(^atlier  'J'ruiik 

at$13.60;  $— .  Paid  cash  for  Advertising,  $1.40.   Cash  sales,  $44.  GO. 
Bought  of  Hurdon  *k   K(;nnedy,  jNlontreal,  for  cash,  goods  as  per  in- 
voice No.  — ,  $200.     Discount  oil',  5%.     Paid  freight  per  cheque, 

$4. GO.     Ca.sh  sale.s,  $38.90. 
K.  T.  Moore  paid  in  full  per  cheque,  his  note  due   this  day.  as  per 

B.  B.,  $ — .     Kemitted  my  note  at  30  days  in  full  payment  of  A. 

T.  Boyd's  acct.,  $— .     Cash  sales,  $IG.70. 
H.   M.    Hallett  paid  on  acct.,   cash,   $20.      Sold   A.    E.    Caverhill  on 

acct.,   3  prs.   Misses'  Tan  Slii)p(M's  at  $1.25,  5  prs.   Men's  Storm 

Bubhers  at  75c.  ;  $  — .     Cash  sales,  $4G.45. 
Paid  cash  for  Stationery,  $1.10.     .lames  lliddell  paid  his  note  in  full 

with  cash,  $ — .     Withdrew  iov  private  use  per  cheque,  $10.      Casli 

sales,  $39.80. 
Paid  P,  C.  Cruikshanks  jter  checpie  halancf!  of  month's  wages,  $ — . 

Paid  per  checjue  balance  of  \vag(>s  for  niunth  due  Hariy  Foster, 

$ — •.      Paid  rent  per  checiue,  $45.      Cash  saU^s,  $52.40. 

Iiiniitorirs,   Fch.    JS,   IS!)}'. 

Morcliiuidisi! .S'_"->4:{  9.3 

Office   f'\uiiiture 80  00 

Expense .3  20 

Total S 


SET   II. 

The  transactions  of  this  Set  are  the  same  as  those  of  Set  I.  For  the 
month  of  January  che  books  are  to  Ijc  ke|)t  by  Double  Entry  and  for  the 
month  of  February  by  Single  Entry.  T.he  books  used  are  the  same  as 
for  Set  II.,  page  224. 
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SET  III. -GROCERY  AND  PROVISION  BUSINESS. 

PAliTNEltSHIP TWO    I'ARTXP^HS. 

Books  used — The  same  as  for  Set  III.,  imcje.  225. 
TRANSACTIONS. 

■ Marrh.  1,   1HU7. 

(^Studenfs  name  here)  and  W.  P.  llidd*;!!  liave  this  day  entered  into  a 
co-partiiei'sliip  to  carry  on  a  (Icuicral  (Jrocery  and  Provision  ]jusi 

ness,  at  No. —  ■ •  Street,  agrefun*^  to  share  gains  and  hwsc.> 

in  proportion  to  investment.     The  Imsiness  is  to  l)e  conducted  luidcr 
the  firm  name  of  (Studf/ii's  surname  here)  &  Kiddell. 
(^StndenCs  iiame  here)  investment: 

Resources —  Qii^h,  $2000.  ]\[dse.,  $1200.  John  Woodsworth  owes  on 
acct.,  $180. 

Liabilities  —Note  in  favor  of  C.  H.  Darwin  for  $547.50  dated  Jan.   27, 
1897,  at  2  mos.,  bearing  interest  at  7%,  payable  at  the  Bank  of 
Toronto.     Balance  due  0.  M.  Murray  on  acct.  $12.50. 
W.  "P.  lliddell's  investment : 

Rerources— Cash,  $800.  Mdse.,  $2000.  William  Harrison's  note  for  $250 
dated  Feb.  10,  1897,  at  1  month,  payable  at  the  I'.ank  of  Montreal. 
H.  11.  Hcarlott  owes  on  acct.,  $120.  L.  F.  Bunting  owes  on  acct., 
$25.     Horse  and  Dray,  valued  at  $120. 

Liahil/Uies — Note  in  favor  of  W.  R.  Armstrong  for  $300,  dated  Jan.  6, 
1897,  at  2  mos.,  payable  at  the  Bank  of  Otta\va.  Balance  due 
Chas.  Andrews  on  acct.,  $100.  Engaged  J,  W.  Htacey  as  clei-k,  at 
$40  per  month,  and  James  Wilson  as  errand  boy,  at  $12  per  mcmth. 

2.  Deposited  in  the  Bank  of     Montreal,  cash,  $2300.       Paid    cash    for 

Advei'tising,  $r..20,  for  Stationerv,  $3.60,  for  Coal,  $1  0.  B<.ught  of 
Langman  &  Co.,  ToroT^  ),  4  bbls.  Y.-llow  Sugar,  342-22,  339-21, 
335-20,  332-22,  at  4c.,  8  sacks  B.  Rice,  250  il)s.  each  at  3|c.,  20 
boxes  Surprise'  Soap  at  $4.75,  10  boxes  Royal  Crown  Soap  (un- 
wrapped) $4.50,  2  kegs  Washing  Soda  lll5  lbs.  each,  net,  at  2c.,  5 
cases  Celluloid  Starch  at  $5.50;  $  — .  Gave  in  payment,  cash  $100, 
and  our  acceptance  at  10  days  for  balance,  $ — .  Paiu  freigiit  per 
cheque,  $6.50.  Paid  cash  for  Lamps  $5,  and  for  Cordwood  •■§2.50. 
Cash  sales,  $29.30. 

3.  Sold  W.  C.  Shaw  on  acct ,   5  cases  Canned  Pears  at  $3.50,  4  cases 

Canned  Beans  at  $2.10,  10  .sacks  Boiled  Oats  at  $2.20,  10  sacks 
Gran.  Oatmeal  at  $2.40,  12  boxes  Valencia  Raisins  at  $1.75,  5 
boxes  California  Prunes,  .)0  lbs.  each,  net,  at  Oc,  20  boxes  Codfish, 
5  lbs.  each,  net,  at  7c.,  4  half-bl>ls.  Herrings  at  $3.20;  $ — . 
Bouglit  of  Cameron  it  AV'ilson,  Hamilton,  a  Safe  for  office,   $125. 
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Remitted  in  payment  a  liank  draft  jjurcluised  jier  clKMiue.  (E.k- 
change  25('.)     Cash  .sales,  $30. 25. 

4.  Sold  J.  J^].  Che<j;\vin  on  his  note  at   15  days,  payable  at  the  Bank  of 

Montreal,  180  Ihs.  (3ran.  Sii,<j;ar  at  5[e./l  10  Ihs.  llolled  Oats  at  4c., 
5  gals.  Vinegar  at  40c.,  100  Tos.  Smoked  Ham  at  14c.,  50  hush. 
Potatoes  at  25c.;  % — .  Paid  P.  II.  IJeavcu'  for  repairs,  with  goods, 
$10.60.     Ca,sh  sale.s,  $39.H5. 

5.  Bought  of  Powell  it  Sons,  Hamilton,  5  hhls.  (lolden  Syrup,  78  gals., 

77  gals.,  81  gals.,  80  gnls.,  79  gals.,  at  44e. ;  $--.  Gav(i  che([ue  in 
full  payment.  Paid  freight  pin-  cIkmjuc,  $3.20.  Sold  K.  C.  lirown 
on  acct.,  10  gals.  Eocene  Oil  at  32c.,  3  tubs  Creamery  Butter,  65 
lbs.,  62  lbs.,  63  lbs.,  gross,  tare  23  lbs.,  at  15c.,  5  doz.  Eggs  at  12c., 
5  11)S.  Coi-n  Starch  at  8c.;  $ — .  Cash  sales,  $32.75. 
0.  John  Woodsworth  paid  on  acct.  per  clie(|ue,  $100.  Sold  ]\[.  C.  Cargill 
on  his  note  at  10  days,  20  sacks  Oatmeal  at  $2.30,  240  lbs.  S.  C. 
H;im  at  15c.,  150  lbs.  S{)iced  Boll  at  10c;  $ — .  (StitdfHt'x  nnnif, 
<i)  withdrew  fr(;m  business  per  clie(|ue,  $20.  Deposited  in  bank, 
cash  $100.      Ca.sh  sale.s,  $:)0.85 

8.  Bought  of  Ferrier  <k  Glass,  Goderich,  25  bbls.  Patent  Proce.ss  Flour 

at  $3.40,  12  bbl.s.  Strong  Baking  Klour  at  $"> ;  $ — .  Gave  in  pay- 
ment our  acce{)tance  at  15  <lays,  payable  at  the  Bank  of  Montreal. 
Paid  freight  per  cheque,  $7.20.     Cash  sales,  $35.20. 

9.  L.  F.  Bunting  paid  on  acct.  per  cheque,  $10,     Sold  Chas.  Andrews  on 

acct.,  6  ll),s.  Ceylon  Tea  at  42c.,  50  lbs.  Bk.  Bacon  at  14c.,  10  lbs. 
Tapioca  at  4.1c.;  $ — ,  Paid  per  che((ue  our  note  favor  of  W.  11. 
vVriiistrong,  due  this  day,  $ — .     Cash  sales,  $45.85. 

10.  W,  P.  lliddell  took  from  store  for  private  use  lOO  lbs.  Gran.  Sugar  at 

5c.,  50  lbs.  Light  Yellow  Sugar  at  4c.,  56  lbs.  B.  Bice  at  3|c., 
25  l])s.  Valencia  Baisins  at  8c.,  4  crates  Peaches  at  $1.10;  $ — . 
Paid  Chas.  Andrews  on  acct.,  cash  $_'0.  Paid  J.  AV".  Stacey  on 
acct.  of  wages  per  checjue,  $10.     Cash  sale.s,  $50.10. 

11.  Sold  Geo.  W.  Ciendenning  on  his  note  at  1  month,  50  lbs.  Japan  Tea 

at  30c.,  25  lbs.  Congou  Tea  at  30c.,  12  lbs.  ]\rocha  Coffee  at  40c., 
40  lb.s.  F!ak3  Ta])i(.ca  at  3c.,  5  doz.  Eggs  at  lOc,  12  qts.  Mixed 
Pickles  at  15c.,  20  lb.s.  Spiced  Roll  at'lOc;  $— .  L.  F.  Bunting 
paid  his  acct.  in  full  per  order  on  H.  S.  Corbett  for  which  we 
received  cash,  $  — .      Cash  sales,  $42.90. 

12.  Ii<jught  of  Seott  ct  Co.,  Toronto,  on  our  acceptance  at  15  days,   3  bbls. 

(iran.  Sugar,  315-19,  320-20,  317-19,  at  4.ic.,  5(iO  lb.s.  Long  Clear 
Bacon  at  8c.;  $— .  Paid  freight  per  cheque,  $4.60.  Sold  D.  C. 
Dunn  3  l)bls.  Apples  at  $1.()0;  5  bbls.  Strong  Bakers  Flour  at 
$3.25,  10  bottles  C.  B.  As.sorted  Pickles  at  30c.;  $— .  Received 
in  payment  an  order  on  C.  M.  IMurray,  which  Air.  Murray  has 
accepted.     Cash  sales,  $45.80. 

13.  William  Harrison  settled  for  his  note  due  this  day  as  per  B.B.  by 
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paying  cash   $104,  and  giving  a  new  note  at  2  months,  bearing 
interest  at  8%  for  balance,  $146.     Paid  James  Wilson  on  acct.  of 


wiitros 


per 


cl 


ie( 


luo, 


.S2.r)0.     R.   C.   Brown    remitted   on    acct.   his 


cluMjuo  f(jr  81-'').     Cash  sales,  $r)9.95. 

Bought  of  J.  C.  Scott  for  cash,  5  tuV)S  Dairy  Butter,  56  lbs.,  52  lbs., 
5y  lbs.,  64  lbs.,  G;i  lbs.,  tai-e  44  lbs.,  at  14c.;  150  bush.  Potatoes  at 
22c.;  250  lbs.  Smoked  Hum  at  l.'Je.;  $— .  Sold  Robert  Fisher  on 
acct.:  20  busli.  Potatoes  at  25c.;  5  lbs.  Java  Coffee  at  40c. ;  118  lbs. 
Yellow  Sugar  at  4j,c.;  $  — .  Paid  our  acceptance  favor  of  Lang- 
man  k  Co.,  Toronto,  per  cheque,  $ — ■.     Cash  sales,  $44.85. 

Sold  A.  W.  Speers  2  bbls.  Patent  Process  Flour  at  $3.75,  5  sacks 
Cornmeal  at  $2.10,  20  sacks  Gran.  Oatmeal  at  $2.20,  2  hf.  chests 
Congou  Tea,  65  lbs.  each  net,  at  35c.,  10  lbs.  Oolong  Tea  at  40c.; 
$ — .  Received  in  payment  cash  $50,  the  balance  to  remain  on 
acct.,  $ — .  Cash  sales,  $52.90. 
17.  Bought  of  Farran  k  Bagshawe  at  60c.  on  the  dollar  their  entire  stock 
of  goods  as  ])er  inxcntoiy,  $800.  Cave  in  payment  our  cheque  for 
$400  and  sight  draft  oil  John  Woodsworth  for  balance,  $  — .  Paid 
cash  for  removing  goods,  $10.20.  Cash  sales,  $42.25. 
IS.  ]I.  R.  Scarlett  remitted  on  acct.,  his  sight  draft  on  A.  C.  Woods  for 
$50.  W.  P.  Riddell  withdi-ew  for  private  use  cash,  $30.  Sold  E. 
W.  Barker  on  his  note  at  15  days,  2  bbls.  Can.  Heavy  Mess  Pork 
at  $15,  200  lbs.  Long  Clear  Bacon  at  8c.,  3  bbls.  Labrador  Herring 
at  $6.00,  200  lbs.  Roll  Butter  at  14c.,  120  lbs.  Factory  Cheese  at 
9c.;  Cash  .sales,  $42. 

M.  C.  Cargill  paid  liis  note  in  full  as  per  B.  B.  with  his  cheque  on  the 
Bank  of  Commerce;  $— .  C.  M.  Murray  paid  cash  in  full  of  acct., 
$— .     Cash  sales,  $37.62. 

Sold  R.  C.  Ih'own  on  acct.,  5  bottles  C.  k,  B.  Assorted  Pickles  at  30c., 
6  gals,  ^bdt  Vinegar  at  50c.,  20  ll)s.  Creamery  Butter  at  12c.,  2 
l)bls.  Fine  Salt  at  $1.20;  $  — .  Paid  J.  W\  Stacey  on  acct.  of 
wages,  ])er  clie(|rie,  $5.  W.  P.  Riddell  took  from  store  for  private 
use  goods  amounting  to  $19.50,     Ca"h  sales,  $58.40. 

Sold  Robert  Fisher  on  acct.,  2  bbls.  Patent  Process  Flour  at  $3.60,  25 
lbs.  Spiced  Roll  at  lOc,  20  lbs.  Corn  Starch  at  8c.,  40  lbs.  Cheese, 
at  13c.,  2>  doz.  Eggs  at  lie,  1  lb.*  Java  Coffee  at  37c.;  $ — .  Paid 
cash  for  Advertising,  $2.60,  for  Fuel,  $6.50.     Cash  sales,  $40.10. 

A.  W.  Speers  paid  on  acct.,  cash,  $31.50.  Remitted  our  cheque  to 
close  Chas.  Andrews'  acct.,  $ — .  The  bank  advised  us  that  J.  E. 
Chegwin's  note  is  paid  and  that  we  are  credited  with  the  proceeds, 
$— .     Cash  sales,  $45.70. 

Bought  of  J.  H.  Douglas  for  cash  40  doz.  Eggs  at  lOc,  200  lbs.  Dai^v 
Butter  at  12c.;  $ — .  W.  C.  Shaw  paid  on  acct.  per  his  sight  draft 
on  H.  F.  Graham,  $60.  Sold  A.  D.  McKay  3  tubs  Lard,  60  lbs. 
each,  net,  at  lOc,  20  lbs.  Creamery  Butter  at  16c.,  40  lbs.  Dairy 
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Butter  at  13c.,  100  lbs.  Factory  Chee.se  at  lOc;  $ — .     Received  in 
})ayinent  cash  815,  the  balance  on  acct.,  8 — .     Cash  .sales,  849.25. 

{Students  name  here)  took  fro!n  store  on  private  acct.,  gcjods  aniouiit- 
"vig  to  817.03.  Robert  Fisher  paitl  on  acct.,  per  checiue,  8-0. 
Paid  cash  for  repairing  dray,  82.25.  Paid  with  goods  for  cleaning 
store,  $1.25.      Cash  sales,  840.80. 

Paid  p(!r  ch(Hjue  our  acceptance  favor  of  Feri'ier  k  (Jlass,  Goderich, 
due  this  day,  8  ~.  Sold  J.  li.  Irvine  on  his  note  at  1  month,  3 
l)bls.  Can.  ilciavy  Me.ss  Pork  at  815;  8  -.     Cash  sales,  839.60. 

Sold  John  Morley  per  order  of  ]^»b('rt  Fisher,  50  lbs.  ]5k.  JJacon  at 
lie,  120  ll)s.  S[)ic(^d  Roll  at  lOc;  8—.  Sold  James  Wilsc.n  on 
acct.  of  wages,  L'^-  ll)s.  Congou  Tea  at  36c.,  2  l)Ush.  Potatoes  at  25c.; 
8  ".      Deposited'in  baidc,  cash  8100.     Cash  .sahvs,  835.50. 

Bought  of  Coop(*r  &  Wilson,  Toi'onto,  for  cash,  0  sacks  Standard  B. 
Rice,  250  lbs.  each,  net,  at  3^'c.,  5  sarks  Japan  V\'\c(^,  lOO  lbs.  each, 
net,  at  5c.,  10  sacks  I'earl  Tapi^r  ,  lOO  lbs.  each,  net,  at  3;]c;.,  2  hiilf- 
bbls.  Paris  Lump  Sugar,  lOO-i;,  104-18,  at  5c.;  8—.  Paid  freight 
per  cheque,  82.8"j.      Cash  sales,  8  It). 70. 

(Stiideyit's  name  here)  withdrew  for  private  u.se,  cash,  88.90.  Paid  per 
cheque  note  favor  of  C.  II.  Darwin,  with  intei-est,  8 — •  Paid  with 
cash  our  acce|>tance  favor  of  Scott  &  Co.,  Toronto,  as  per  ]i.  J>., 
8—.     Cash  .sales,  848.60. 

Paid  J.  W.  Stacey  per  cheque,  balance  of  month's  wages,  8  - 
^ames  Wilson  per  cheque,   balance  of    month's  wau 


Paid 


ilson  per  cheque, 
per  cheque,  rent  for  month,  $50.     Cash  sales,  860.10. 
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Inrrtifories,  Mar.  31,  1S97. 
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Total $ 


$2824  92 


112  50 
120  00 


SET  IV. 


-GENERAL  PROVISION  AND  SHIPPING 
BUSINESS. 

PARTNERSHIP— THREE  PARTNERS. 


Books  used — The  same  as  for  Set  IV.,  pa(je  2S0. 
TRANSACTIONS. 

,  April  1,  1S'J7. 

(Student's  name  here)  and  W.  P.  Riddell  have  this  day  admitted  W.  J. 
Gunne  as  a  partner  to  carry  on  a  General  Provision  and  Shipping  Busi- 
ness under  the  firm  title  of  [Student's  surnaitie  here),  Riddell  ct  Co.  They 
agree  to  share  gains  and  losses  in  proportion  to  investment. 


M 


I: 


or 


t 
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W.  J.  Uuuiio  invest!!  cash,  1^1000;  Mdse.,  as  per  inventory,  $1200; 
C.  D.  Mainwaring's  note  for  $584,  dated  Jan.  18,  1897,  at  4  months, 
payable  at  the  Bank  of  Montreal  This  iKjte  is  endorsed  by  J.  A.  Somer 
ville  and  it  bear.s  interest  at  OV. 

/o 

The  new  firm  leased  from  II.  D.  Sanderson  liis  store  and  wareliouse  on 
El^in  Ave.  at  $80  per  nujnth.     Re-engaged  J.  W.  Staeey  as  clerk  at  $5(t 
j)(U"  month,  and  James  Wilson  as  errand  boy  at  $20  per  month.     Took  out 
|)olicy  of  insurance;  for  84800  at   1  /.       Paid  premium  per  cheque,  $ — . 
Cash  sales,  $20. 1  0. 
2.   Deposited  in  bank,  cash  $1500.      Shipped  to  Patterson  it  Co.,  Hamil 
ton,  to  be  sold  on  our  acct.  and  risk,  150  bbls.    Patent  Process 
Flour  at  $3.50,    $ — .     Paid  shipping  expenses  per  cheque.  $10.75. 
Cash  sales,  $40.20. 
.'{.   Sold  Rol)ert  Fisher  on  acct.,  6  Ijbls.  Strong  Baker's  IMour  at  $^.25, 
560   l))s.  Pickled   Pork  at  lOc,  10  tuhs   Lard,  (50  lbs.  each,  net,  at 
9.^,c. :  $    --.     J)r(!\v  on  Patterson  it  Co.,    Hamilton,  at  15  days  foi' 
$200.     Casli  sal(!S,  $45.  ()5. 
5.  [Student's  nume  here)  took  from  store  for  private  use  goods  amounting 
to  $42.li0.      II.  C.  Brown  remitted  his  che(|ue  in  full  payment  of 
acct.,  $— .     Paid  cash  for  Advertising,  $2. ()0 ;  for  Telegram,  50c. 
Cash  sales,  $.'{8.90. 
C).   Received  from  W.  W.  Tilley  and  Co.,  Goderich,  to  be  sold  on  their 
acct.   and   risk,    300  tubs    Dairy   Butter,    10,800   lbs.   gross,    tai'f 
2400  lbs.,  invoiced  at  12c.      Paid  freight  per  cheque,  $8.(50.      (Jash 
.sales,  $40.45. 

7.  W.  P.  Riddell  withdrew  for  private  use  cash,  $11.50.     Sold  A.  W. 

Carter  on  his  note  at  10  days  :  150  lbs.  S.  C.  Ham  at  14c.,  100  lbs. 
Factory  Cheese  at  lOc,  28  ll)s.  jVIocha  Coffee  at  45c.,  25  lbs.  Lard 
at  lOc;  $    -      Cash  sales,  $58.(50. 

8.  Jiought  of  R.  C.  Monteith  for  cash,  5  tubs  Creamery  Butter,  60  llxs., 

Q3  lbs.,  59  lbs.,  65  ll)s.,  66  lbs.,  tare  43  lbs.,  at  13c.,  $-.  W.  C. 
Shaw  paid  on  acct.,  per  cheque,  $40.  Paid  cash  for  repairs,  $2.30. 
E.  W.  Barker  remitted  cash  in  full  payment  of  his  note  and 
interest  on  the  same.  Interest,  20c.  This  note  was  held  until 
to-day  per  request  of  Mr.  Barker.  Accepted  W.  W.  Tilley  &  Co.'s 
draft  at  10  days,  payable  at  the  Jiank  of  Montreal,  for  $500. 
Cash  sales,  $38.70. 

9.  Bought  of  C.  R.  Richardson  on  our  acceptance  at  15  days,  for  ship- 

ment to  Williamson  *k  Co.,  Toronto,  to  be  sold  on  our  acct.  and 
risk,  30  Dressed  Hogs,  6840  lbs.,  net,  at  $5.50,  $— .  Paid  sliipping 
expenses,  per  cheque,  $14.60.  Cash  sales,  $49.85. 
10.  Sold  M.  A.  Harvey  on  his  note  at  10  davs.  pavable  at  the  Bank  of 
Montreal,  200  tubs  Dairy  Butter,  9*600  lbs.  net,  from  W.  W. 
Tilley  &  Co.'s  consignment,  at  13c.;  300  lbs.  Factory  Cheese  at 
10c.  ;  30  bush.  Potatoes  at  25c.;  $ — .     Sold  J.  W.  Staeey  on  acct., 
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5  lbs.  C(jngou  Tea  at  35c.,  10  lbs.  Mocha  C(»ftee  at  45c.;  $— 
cash  for  Stationery,  !?2.20.      Cash  sales,  !?51l.(')0. 
llcceivcd  from   I'alLei'son   A:    Co.,    Jlamillon,   an   acct.    sales  oi  ship- 
ment   to    them    of   the  2nd  iiist.      Net  pi'oceeds,  $555.75.      'J'hey 
I'cmitted  che(|ue  to  chjse  account.      Cash  sales,  $  H).90. 

heposited  in  b.ink  cash,  $()()0.  \V.  J.  (Jiinne  took  goods  fi'om  store 
amou'.iting  to  $.")1.0l.  Sold  Horse  and  l)ray  to  l'\  W.  Collins,  on 
Ins  note  at  one  month,  $1  10.  Sold  A.  W.  Speers  on  acct.  10  kegs 
Mixed  Pickles,  5  g;ds.  each,  at  40e.  ;  150  lbs.  CreannM-y  Ihitter  at 
15c.;  1  bbl.  Shouliler  Mess  Pork  at  $14.50 ;  $— .  Paid  cash  for 
Fuel,  $t.G().     Cash  siiles,  $50.75. 

(Je<x  ^\  .  Clcndenning  paid  his  not(!  du(>  this  day,  per  sight  draft  on 
A.  J.  Dickson,  $— .  Sold  W.  C.  Shaw  on  his  note  at  20  days  !)S 
tubs  ])airy  lUitter,  4704  lbs.  net,  being  the  I'emainder  of  W.  ^\'. 
Tilley  tV:  Co.'s  c(»nsignnient  No.  1,  at  14c.,  $ — .  Sold  2  tubs 
(damaged)  Putter  belonging  to  the  same  consiginnent  for  cash  at 
$2.22  each,  $— .     Cash  .sak's,  $G2.<)5. 

i'ought  of  Powell  A'  Sons,  Hamilton,  100  bbls.  Labrador  Herring  at 
$5.40,  10  hf.  bbls,  Newfoundland  lleicing  at  $2.10.  Kemitted  in 
full  ])ayment  draft  purchased  per  checpie.  (Exchange  ^%.)  Paid 
freight  ])er  checpie,  $25.  A.  ] ).  McKay  paid  on  acci/.  cash,  $10. 
Cash  sales,  $52. SO. 

Kendei'cd  AV.  W.  Tilley  an  acct.  sales  of  his  first  consigiunent,  charg- 
ing 2%  connnission,  $3.20  for  storage,  $1.30  for  drayage,  and 
$1.48  for  insui-ance.  Net  proceeds,  $ — .  Kenutted  ]\I.  A.  Harvey's 
note  of  th(;  10th  inst,  and  a  sight  draft  on  llobert  Fisluu- for 
balance  due,  the  shipper,  $ — .     Cash  sides,  $58.20. 

l{ecei\('d  from  Williamson  &  Co.,  Toronto,  an  acct.  sales  of  our  first 
.shipment  to  them.  Net  proceeds,  $3S0  80.  They  remitted  J.  C. 
Smiths  note,  due  on  the  19th  inst.,  for  $120,  and  their  sight  draft 
on  llobert  Pisher  for  balance  of  net  proceeds  due,  $ — .  Cash  sales, 
$72.00. 

.1.  C.  Smith  paid  his  note  received  from  Williamson  tt  Co.,  Toronto, 
per  cheque.  Deposited  in  bank,  cash  $100.  Bought  of  H.  11. 
Scarlett  a  team  of  Horses,  a  Wagon,  aiul  .set  of  Harness  at  $225. 
Gave  him  our  accejitancc;  at  30  days  to  cover  the  amount  we  owe 
him,  $ — .  W.  P.  Riddell  purchased,  for  private  use,  10  cords  of 
Wood  at  $l.iO.  (lave  in  payment  cash  from  till.  Gave  the 
treasurer  of  the  Agricultural  Association  cash  $20  as  ,a  coniribu- 
tion  to  prize  fund.     Cash  sales,  $G5.20. 

Bought  of  W.  A.  Leamington  100  Dressed  Hogs,  21,000  ll)s.,  net,  at 
$5.40.     Ga\'e  in  payment  our  acceptance  at  15  days  paya])le  at  the 

,  Baidc  of  iMontreal.  Shipped  the  lujgs  directly  to  Pinlayson  ct  Co., 
St.  Catharines,  to  be  sold  on  our  acct.  cind  risk.  Paid  shipping 
ex[)enses  per  cheque,  $12.50.     Beceived  cash  in  full  payment  of 
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this  <l.'iy, 


$  — .     Pair!  cash  for  repairs, 


2:?. 


24. 


A.   W.   Curtor's   note  due 
$1.00.     Cash  saU-s,  $70.20. 

21.  Boii.i,'}it  of  Wcldori  &  Co.,  (luolpli,  40  hhls.  Stron;,'  Baker's  Flour  at 

.$;?,  L'OO  sacks  (Jran.  Oatmeal  at  $2,  40  sacks  JloUed  Oats  at  $1.75, 
20  sacks  Cornineal  at  $1.80;  $ — .  Remitted  in  full  payment  a 
hank  diaft  purchased  per  chequt.  (Exchan<(e  |  %).  Paid  freight 
per  che<|U(i,  $ir).20.  Paid  per  cheijue  our  acceptance  favor  of 
W.  W.  Tilley  &  Co.,  due  this  day  as  per  B  B.,  $  -.  Patterson  it 
C>).  remitted  Iheir  ch('(|ue  in  full  j)ayment  of  their  acceptance  due 
this  day.      Proceeds  deposited,  .$ — .     Cash  sales,  $00.45. 

22.  Sold  A.  S.  Bose  on  acct.,  25  ll)s.  :Moclia  Cf)ffee  at  40c.,  50  Ihs.  Congou 

Tea  at  SOc,  100  ll)s.  B.  Bice  at  5c.;  $— .  Received  from  Rohert 
Holmes,  Clinton,  for  sale  011  his  acct.  and  risk,  450  hoxes  Factory 
Cheese,  2!»,7(>0  lbs.  gross,  tare  27(»0  lbs.,  invoiced  at  8c.  Paid 
freight  j)er  che(|ue,  .*1().S().      Cash  sales,  $75.15. 

W.  P.  Riddcll  withdi'cw  for  private  us(^,  cash  $10.  A.  W.  Spoers 
HMnitted  on  acct.  R.  If.  Manning's  note  for  $00,  dated  February 
24,  18!)  7,  at  2  nios.,  payable  at  the  Bank  of  Montreal.  Cash  sales, 
$72.25. 

Sold  Smith  &  Morrison  the  whole  of  Robert  Holmes'  consignment 
of  450  boxes  Factory  Ch(;ese,  27,000  lbs.  net,  at  'Jc,  $— .  Received 
in  jiayment  M.  A.  Cameron's  note  for  $510,  dated  March  25,  18<J7, 
at  'M  davs,  paval»le  at  the  Bank  of  Montreal,  and  cash  for  balance, 
$— .  Cash  sales,  $80.20. 
26.  T)e})osited  in  bank,  cash,  $2000.  Rendered  Robert  Holmes  an  acct. 
sal(!s  of  his  consignment  of  the  22nd  inst.  Charges:  freight, 
$10.80;  storage,  $2.30;  drayage,  $3.20;  insurance,  $2.10;  commis- 
sion, 2%  of  .sales;  $ — .  Remitted  M.  A.  Cameron's  note  for  $510 
and  a  bank  draft  pui-chased  per  checjue,  with  balance  due  the  con- 
signor, $ — .     (Exchange  ^"\)     Cash  sales,  $46.50. 

The  l)ank  advised  us  that  the  proceeds  of  R.  H.  Manning's  note  due 
this  day  have  been  placed  to  our  credit,  $ — .  Paid  per  cheque,  our 
acceptance  favor  of  C.  R.  Richardson,  due  this  day,  $  — .  Cash 
sales,  $04.80. 

A.  W.  Speers  i)aid  cash  in  full  of  acct.,  $ — .  Sold  B.  C.  Morgan  on 
acct.,  13  lbs.  Congou  Tea  at  3Gc.,  15  lbs.  Sago  at  7c.,  12  lbs. 
Tapioci  at  7c.;  $ — .  Sold  J.  W.  Stacey  on  acct.,  12  lbs.  Rice  at  7c., 
3  ll)s.  Java  Coffee  at  35c.,  2  lbs.  Mocha  Coffee  at  40c.;  $ — .  Cash 
sales,  $75. 

29.  J.  R   Irvine  paid  his  note  due  this  day  per  cheque,  $ — .      Drew  on 

Finlayson  &  Co.,  St.  Catharines,  at  30  days  for  $730,  and  discounted 
the  draft  at  7%.     Proceeds  deposited,  $— .     Cash  sales,  $65.25. 

30.  Deposited  in  bank,  cash,  $100.     Paid  J.  W.  Stacey  per  cheque,  balance 

of  mouth's  wages,  $— .     Paid  James  Wilson  per  cheque,  month's 
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wages,  $ — .     Paid  per  cheque,  rent  foi  month  as  |>er  t-erms  of  lease, 
$— .     Cash  sales,  $75.90. 

Invi'ntorics,  AprilSO,  1S97. 

Merchandise $.S0r)3  <>() 

Shipment  to  Finlayson  &  (^o.,  No.  1 1 14(i  r»0 

Expense 2'J(>  00 

Office  Furniture I'JO  00 

Int.  and  Di.s 

Insurance  (Unexpired) 40  (10 


Total -S 


SET  V. -WHOLESALE  PROVISION  AND  SHIPPING  BUSI- 
NESS. 

PAHTNEIJSIIIP FOUIi    PAIiTNKUS. 

Books  xtsi'd — The  sanif-  as  fur  Set  JV. 
TRANSACTIONS. 

,  Mmj  ;l,  IS97. 

The  firm  has  this  day  admitted  W.  A.  Mclntyro  as  a  })artner.  (Jains 
and  losses  are  to  be  shared  in  proportion  to  investment.  Mr.  Mclntyre 
invests  as  follows  : — 

Resources — Cash,  $500.  Mdse.  as  per  inventory,  $2000.  Thomas  Jack- 
son's note  for  $400,  dated  Fel).  15,  18U7,  at  3  mos.,  payables  at  the 
Bank  of  Ottawa.  E.  E.  Best's  note  for  $270,  dated  April  9,  1897, 
at  30  days.     D.  S.  Thornton  owes  o!i  acct.  $27.00. 

Liahilities — Note  in  favor  of  Robert  Fullerton  for  $140,  dated  Pec.  8, 
1890,  at  5  mos.,  bearing  interest  at  0/^,  payable  at  the  Bank  of 
Commerce.     Balance  due  If.  A.  MacLeod  on  acct.  $50. 

Re-engaged  J.  W.  Stacey  as  accountant  at  $00  per  month.     Engagcul  J. 
H.  Murray  as  clerk  at  $45  per  month. 
4.   Bought  of  Nairn   »k   Co.,   Gait,    200  sacks  Rolled  Oats  at  $1.50,  200 
sacks   Cornmeal  at  $1.60  ;  $  — .     lieinittcd   Ijink   draft  purchased 
per  checjue.      (P]xchange  ^/  .)     Paid  freight  per   checiue,    $8.40. 
Paid  petty  expenses,  j)er  cheque,  $3.20. 
Finlay.son  k  Co.,  St.  Catharines,  ri-nderccl  aji  acct.  sales  of   our  ship- 
ment of  the  20th  ult.      Gurnet  proceeds,  $1 180. 50.      Tliey  i-emitted 
a  sight  draft  on   Harrington  &  lirown  for  $56,  and  a  bank  draft 
purcha.sed  with  the  balances  du<!  us,  $— .     (Excliatige  ^  '. )     B.   C. 
Morgan  paid  cash  in  full  of  acct.,  $ — .     AV.  P.  Riddell  withdrew 
for  private  use,  cash  $7.80. 
Shipped  to  Wilson  &  Sons,  London,  to  be  sold  on  joint  acct.,  each 
one-half,  40  bbls.    Shoulder   .Mess  P..rk  at  $13.20;  30  bbls.  Can. 


5. 


5. 


•JTS 


APPKNIUX. 


Heavy  Mess  Tork  at  $14.50,  1000  lbs.  Smoked  Ham  tit  14c.;  S— . 
Paid  sliij)j)in<^  <'X|u'nses  per  clicfjuo,  i?ll.<)(>.  A.  S.  ]{nse  remitted 
a  .si<,dit  draft  on  (Jarratt  iV'  J>ryce  in  full  })ayment  of  acct.,  .$ — . 
])ej)<).sited  in  bank,  cash,  !ii!l ;")()(». 

G.  iJonght  of  W.  (Jarland  it  Co.  for  sliipment  to  Finlayson  it  Co.,  St. 
Cathai-ines.  to  Ix^  sold  on  joint  acct.,  eaeh  one  half,  100  bhls.  Can. 
ll(>a\-v  Mess  Poi-k  at  .*i?l4.r)(».  (Juno  in  pavment  W.  C.  Shaw's 
note,  dated  A}>ril  11,  18!»7,  and  our  cIkmhio  for  l)alanee,  $ — . 
Added  to  the  shipment  from  warehous(;  GO  tul>s  Lard,  4200  lbs. 
gross,  tare  000  lbs.,  at  lOe.,  !? — .  Paid  shippitiuf  expenses  per 
chetiue,  !?1'").7().  Paid  .).  \V.  Staec.y  on  acet.  of  wjii^'es,  per  cheque, 
$5.      l*;ii(l  cash  foi-  Stationery  .'?.'^.40,  and  for  Advert  isin;^  $17"). 

7.  Sold  1).  C.  Callaway  on  acct.,  10  tubs  Creamery  Puf^er,  r)t)0  lbs.  net, 
at  1  Ic,  5  sacks  Polled  Oats  at  !?1.G0;  8-.  Bought  of  Hugh 
.Murray,  for  cash,  400  bush,  of  Potatoes  at  L'Oc.,  $— .  \V.  J.  Cu)\ne 
took  from  store  on  jn'ivate  acct.,  goods  {imounting  to  S-'J'.GO. 

K  Bought  of  James  Stanley  on  acct ,  for  sln'pment  to  Caver.s  &  Cameron, 
Hamilton,  to  l)e  sold  on  joint  acct.,  each  one-half,  1600  Imsh.  Oats 
at  20c.,  $  — .  l*aid  shi))piiig  exjienses  ])er  cheque,  SG.20.  ]*aid  our 
;icceptance  favor  of  W.  A.  Leamington,  due  this  day,  per  che»j[ue, 
8 — .      Paid  cash  for  petty  expenses,  $t2.80. 

10.  Peceived  from  Watson  it  Sons,  (Juel]»h,  to  })o  sold  on  jf)int  acct.,  each 

one-half,  300  boxes  Factory  Cheese,  IS.OOO  lbs.  gross,  tare  KiOO 
lbs.,  invoiced  at  Sc.  They  ]taid  shipping  exi)enses  .^l.oO,  and  on 
I'eceiving  the  goods  we  j)aid  freight,  per  che<|ue,  .*  15.80.  (Sfudnit's 
funtu:  here)  took  go  ids  from  stoi'o  on  pi'ivate  acct.,  $17.  Paid  J. 
H.  Mui-ray  on  acct.  of  Mages,  per  cheque,  84.50. 

11.  Sold  S.  H.  Bradbury  for  cash  the  wluthi  of  AVatson  S:  Sons' con.sign- 

ment  on  joint  acct.  of  the  lOth  inst.  at  8140(»,  and  rendered  an 
acct,  sales  of  the  same.  Charges:  freight,  $15.80;  di-ayage,  $2.(i0; 
storage,  $1.50;  insurance,  $1.(50;  coimnissinn,  2/ on  sales;  $ — . 
Our  },  net  ])roceedH,  $  — .  Watson  it  Sons' ^v  net  })roceeds,  $ — . 
Pemitted  a  bank  draft  purchased  with  cash  f^)r  the  whole  amount 
due  the  consignor,  $ — .  Paid  })er  checiue  note  in  favor  of  Robert 
Fullerton,  with  interest  as  per  15. 1»  ,  $--. 

12.  Drew  on  Finlayson  it  Co.,  St.  Catharines,  at  30  days  for  $G57,      Dis- 

counted the  (h'aft  imnunliately  at  8%.  Pr-oceeds  deposited,  $ — . 
AVilson  &  Sons,  London,  rendered  an  acct.  sales  of  our  shijiment  to 
them  of  the  5th  inst.  on  j(»int  acct.  Our  half  net  proceeds, 
$5G7.30.  They  i-emitted  a  sight  draft  on  Pobeit  Fisher  for  $500, 
and  their  note  at  10  days  p.ayable  at  the  Jiank  of  Montreal  to  close 
acct.,  $—  .  E.  E.  Best  remitted  his  cheque  in  payment  of  his  note 
as  per  B.  B.,  $ — . 

13.  A.  D.  McKay  paid  cash  in  full  of  acct.,  $ — .     Sold  B.  C.  Morgan  on 

his  note  at  1  month,  500  lbs.  S.  C.  Ham  at  14c.,  $— .     Paid  H.  A. 
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18. 


19. 


20. 


21. 


0-) 


Macljeod  on  acct.,  per  cheque,  $20.  Paid  rash  for  petty  expenses, 
S3. 40. 
14.  IJeceived  from  AVatson  k  Sons,  Ouelph,  their  second  cr)nsignment  on 
joint  acct.,  each  one-half,  consisting  of  180  boxes  Factory  Cheese, 
10,800  lbs.  gross,  tare  1080  lbs.,  invoiced  at  T^c.  1'hey  paid 
shipping  expenses,  $l?.o,'>.  On  receiving  the  goods  we  paid  tVeight 
per  checjue,  $10.80.  Accepted  Watson  A'  Sons' draft  on  us  at  1') 
days  for  $200,  payable  at  the  linnk  of  iMontical.  W.  A.  jNlclntyre 
t(tok  from  store  on  })rivate  acct.,  goods  am<aniting  to  $18.10. 
If).  Sold  «T.  A.  Calvert  fiom  Watson  6l  Sons'  consignment  of  the  14th 
inst.,  100  boxes  Factory  Che(!se,  (5010  lbs.  gross,  tare  (100  lbs.,  at 
lOc.  Keceived  in  payment  a  sight  diaft  on  1).  C.  Callaway  for 
$180,  and  cluMiue  for  balance,  $-  .  Paid  cash  foi-  petty  expenses, 
$1.70.  Sold  J.  W.  Stacey  on  acct.,  3  sack.s  Kolled  Oats  at  $1.65, 
10  bush.  Potatoes  at  25c.;  $  . 
17.  William  liaiiison  ])aid  per  che(|ue  his  note  with  interest  as  ])er  B.B., 
$ — ,  Paid  .1.  II.  iMun.iy  on  acct.  of  wages  jiei-  clie(|ue,  $5.50. 
Deposited  in  bank,  cash  $(')0(l.  Y.  W.  Collins  made  an  assignment  ; 
his  creditors  ate  paid  ()0c.  on  the  dollar.  Jicccived  cash  in 
settlement  of  INlr.  Collins'  note  of  the  l.'.th  ult.,  $ — . 

Shippetl  to  Watson  it  Sons,  Guelpli,  for  .sale  on  joint  acct.,  each  one- 
half,  1000  bush.  Potatoes  at  25c.  Paid  shipping  expenses  }>er 
cheque,  .$6.20.  Thomas  Jackson  paid  his  note  due  this  day  per 
cheque,  $ — .      Piocceds  deposited. 

Finia^'son  it  Co.  rendernl  an  acct.  sales  of  our  shijmient  to  theni  on 
joint  acct.  of  the  0th  inst.  Our  |  net  proceeds,  $992.35.  Di-ew 
on  them  at  10  days  to  close  acct.,  $ — .  D.  C.  Callaway  remitted  a 
bank  draft  in  full  payment  of  acct.,  $ — . 

Sold  S.  11.  Hughes  on  his  note  at  2  months  15  tubs  Creamerj' 
Butter,  56  lbs.  each,  net,  at  15c.  ;  2  bbls.  Can.  Heavy  ISIe.ss  Pork 
at  $11.50,$ — .  liought  of  raicjuharson  it  Co.  for  cash  10  tubs 
Dairy  Butter,  640  ll.s.  gross,  tai(^  96  lbs.,  at  lOc.  $^   . 

The  bank  has  advised  us  that  D.  iNiainwaring's  note,  with  inteicst.  is 
paid,  and  that  the  proceeds  are  placed  to  our  creilit,  $ — .  Paid 
cash  for  repairs,  $2  50. 

Sold  James  Ste\enson  for  cash  80  boxes  Factory  Cheese,  IS.'"i(>lbs. 
gross,  tare  480  ll)s.,  at  10c.  This  constitutes  the  remaindt-i'  (»f 
Watson  it  Son's  consignment  of  the  1-lth  itist.  Boliert  Fisher 
})aid  on  acct.  per  cluvjue,  $50.  Paid  per  checjue  our  act-eptance 
favor  of  H.  K.  Scarlett,  $-  . 
24.  Deposited  in  bank,  cash  $600.  Rendered  Watson  «t  Sons,  Cuelph, 
an  acct.  sales  of  their  consignment  to  us  of  the  14th  inst. 
Charges:  freight,  $10.80;  drayage,  $3.40;  storage,  $2.40;  insur- 
ance, $2.24;  commission,  2']{  on  sales;  $— .  Our  |  net  proceeds, 
%  — .     Watson  &  Sons'  i  net  proceeds,  $ — .     Remitted  our  cheque 


: 
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to  covor  c()iisi<(uor.s'  .^   lu^t  procouds  and  close  their  acct.  to  date, 

•~  — . 
25.   Wilson  it  Sous,  London,  jiaid  their  note  due  this  day,  .$ — ,     Pnjceeds 

dejK)sit(Ml.      (Stiuie,nf's  inline  luri')  took  <;oods  on  ])rivat(»  acct.,  !?i(). 
20.    I'aid  |[.  A.  MacLeod  cash  in  full  of  acct.,  !$ — .      Paid  cash  for  petty 

expenses,  !i?."?.!»0. 

27.  Cav(!r.s  «fc  CauKM-on,  Hamilton,  rendered  an  acct.  sales  of  our  shipment 

to  them  of  the  8th  inst.  Our  h  iK't  proceeds,  ijsirj.'J.  10.  They 
remitted  a  di-aft,  dated  May  2"),  1897,  at  10  days,  on  1).  W.  Han- 
iield  to  close  acct.,  $ — .  D.  S.  Thornton  paid  on  acct.  ])er  chetpu^, 
$20. 

28.  R(nnitted  on  acct.  to  James  Stanley,  D.  W.  Banfield's  acceptance  as 

l)er  J5. 15.,  .$— . 

29.  Sold  V.  C.  Porter  on  acct.,  100  lbs.  S.  C.  Ham  at  12c.,  3  bbls.  La})ra- 

dor  Herring  at  !?r).7r),  10  lbs.  JMocha  Coffee  at  4()c.,  10  kegs  Mixed 
Pickles,  T)  gals,  each,  at  4r)c.  ;  .| — . 
31.   Paid  .1.  W.  Stac(^y  per  che<jue,  balance  of  month's  wages,  .$ — .     Paid 
.).  H.   Mui-ray  per  cheipie,  bjdaiu  3  of  month's  wages,  $ — .     Paid 
rent  for  month  jx'r  chetjue,  i?S{». 

iiH'riilurics  Mill/  .?/,   1S97. 

Mercliandise §3842  97 

Shipineut  Co.  (Wiitsoa  &  Sons,  (iueliib).,  128  10 

Expense   200  00 

Office  Furnituro 110  00 

Insurance  (Unexpiroil  Premium) .'{'2  00 

Total $ 


SET  VI-MANUPACTURING  BUSINESS. 

Hooks  used — 7%^  suvn'  as  for  Si't    VI.,  paije  ^39. 
Jiinr  i.   1S'J7. 

A.  H.  Smith  and  (Sfudent's  name  hfre)  liaA'e  this  day  formed  a  co-partner- 
ship for  the  })urpos(^  of  cariying  on  a  (Jeneral  Piscuit  and  Confectionery 
Manufactui'ing  Jiusiiuvss  under  the  fn'ui  title  of  Smith  it  (Student's 
sni'iiame  hare).  Either  partner  is  to  be  allowed  interest  at  6%  on  the 
excess  of  his  investment  over  that  of  the  other.  After  deducting  such 
interest,  gains  and  htsses  ai-e  to  be  shared  equally. 

Leased  from  Karn  it  Co.,  for  a  period  of  3  years,  their  buildings, 
machinery,  etc.,  situate  on  Colborne  Street,  at  the  rate  of  $1440  per 
annum,  payable  monthly. 

A.  H.  Smith's  investment : 

EesQurces—Qa.'Ah,  $4000;  A.  H.  Eraser's  note  dated  April  2,  1897,  at  2 
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montlis,  pa3'able  at  the  Bank  of  Comnierc*',  for  8t>''>7.  Tlic  imtc  Ix-ais  in- 
terest at  8^.     A.  W.  Anfh'cws,  Stratford,  owes  on  acct.,  i^laU. 

Linhi/itif's — Bahince  (hie  .1.  F.  ^LcNeill  on  acct.,  $45.  Balance  due  H. 
M.  Dawson  on  acct.,  $L'0.(>1. 

{^Student's  name  herr)  investment  : 

Cash,  $800.  Material  for  Biscuit  Department  as  per  inventory,  81400. 
Material  for  Confectionery  Department  as  per  inventory,  ."^OOO.  Manu- 
factured goods  as  })er  in\ent.oiy — Biscuits,  Sli'OO;  Confectionery,  !?!•'"><">; 
JiarreLs,  ]ioxes,  etc.,  as  ))er  inventorv,  $-00;  Fuel,  $30;  ]l(jrs»!  and  l)ray, 
$120  ;  Safe  and  Ollice  Furniture,  $100. 

Bought  of  Karn  it  Co.,  at  80c.  m\  the  dollar,  their  entin^  stock  of 
material  and  manufactured  goods  as  per  inventories  : 

Material  for  Biscuit  Departiiuiit $'J(I(I  00 

Material  for  ( 'oiiffctionL'ry  I  >i'ii;irtm(iit    JStKMHI 

Manufactured  (Joods — BiacuitH GOOOO 

Manufactured  (jloods— t'onfeotiontry r.UO  00 

.?2100  00 

Gave  in  payment  cash,  $r)00,  A.  ]!.  Fraser's  note  (taken  at  face  value 
plus  accrued  interest)  and  our  note  at  10  da^  s  payable  at  the  ISank  of 
Ottawa  for  balance,  $514. .'5G. 

Piiigaged  J.  (t.  Bo}'  as  accountant  at  $840  per  annum,  E.  C.  Coclwane, 
as  geiu'ral  stock-keeper  at  $52  per  month,  H.  II.  Edwards  as  foreman  of 
Biscuit  Manufacturing  I)epartment  at  $732  per  annum,  William  ^b-Cleary 
as  foreman  of  the  Confectionery  Manufacturing  J  >ei)ai'tment  .-it  $720  per 
annum,  Chas.  Strange,  James  Livingstone,  H.  C.  Lennox,  John  White, 
J.  II.  McLaughlin,  S.  K.  Flynn,  Peter  Markliam  at  $1.40  per  day;  E. 
H.  Waters,  K.  J.  Smith,  James  Jackson,  Bobert  Cal<l(M-  at  $1. 10  per  day, 
Isaac  Longley,  B.  H.  Harvey,  at  75c.  per  day.  Employees  to  be  paid  on 
the  last  day  of  each  month ;  services  to  be  reckoned  from,  the  first  day 
(inclusive)  of  June,  LS97. 

2.  Deposited  in  the  Bank  of  Commerce  cash.  $.'?000.     Bought  of  Fergu- 

son it  S(ms,  Hamilton,  for  cash,  Otlicc!  Bonks  at  $25.      Took   .)ut 
policy  of  Insurance  for  $•"»  100.      Paid   jnH-niium   per  ch(Mjue,   .$51. 
Time — I^ost,  K.  J.  Smith  \  day,  i>.  II.  Harvey  1  day. 

3.  Bought  of  liurnett  it  Young,  Seafbrth,  Flour,  etc.,  as  ])ei'  invoice  No. — , 

$360.  Bemitted  in  ]>ayment  a  bank  draft  iuv  which  wo  issued  our 
checjue,  $  — .  (Exchange  J,  .)  Paid  freight  ])er  che(|ue,  $14.10. 
Sold  L.  C.  G()rd(»n  on  his  not*;  at  15  days,  endorsed  by  John  Elliott, 
payable  at  the  liank  of  Connnerce,  lOO  boxes  I>rown  Mixtui'e,  500 
lbs.  at  8c.;  50  boxes  Oriental  Mixture  at  $1.10;  100  b(»xes  Licorice 
Tubes,  600  lbs.,  at  40c.;  $— . 

Time— Lost,  Bobert  Calder  |  day,  B.  H.  Harvey  \  day. 

4.  Bought  of  Stanley  it  Stevens,  Toronto,  Sugar,  (Jluco.se,  etc.,  as  per  in- 

voice  No. — ,    $125.     Gave    in   payment   our   cheque,  $ — .     Paid 
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freight  per  rlifujup,  SK'.rtO.  Sold  J.  A.  Sutherland,  on  acct.,  12 
bbls.  Fruit  Biscuits,  840  lbs.,  at  lOc;  10  bbls.  Soda  Biscuits,  640 
IVw.,  at  OAc;  .$— . 

TiuK^  —  Lost,  Chas.  Strange  \  day. 
Sold  Ji.  11.  Dickt^y,  Klora,  on  his  ac(!eptance  at   15  days,  100  boxes 
Oyster   Biscuits,   2000  ll)s.,  at  7c.;  $— .     Sold   M.  L.    Anderson, 
Collingwood,  for  cash,  75  bbls.  Soda  Biscuits,  4800  lbs.,  at  6c.;  10 
boxes  XX  Snaps,  280  lbs.,  at  nc;  .$— . 

7.  Bou<^ht  of    Lane  &    Snider,  Straifon',   Barrels,    Boxe.s,    etc.,   as    per 

invoice  No. — ,  $150.     lleniitted  in  payment  our  sight  draft  on  A. 
W.  Andrews  for  $^150.     Paid  freight,  per  che(iue,  $9.60. 
Time -Lost,  Chas.  Strange  |  day,  S.  K.  Flynn  ^  day. 

8.  (^Stndt'ut's  name  hrra)  withdrev/   for  pi'ivate  use  cash,  $200.      Shipped 

to  llobin.son  &  C^;.,  London,  to  be  sold  on  our  acct.  and  risk,  50 
l)bls.  People's  Mixed  Biscuits,  ;{200  Ib.s.,  at  lOc;  20  b))ls.  Brown 
Mixture,  5000  lbs.,  at  7c.;  10  bbls.  Koyal  Mixture,  2210  lbs.,  at 
8c.;  $  — .      I'aid  shipping  expensv'^,  yier  che»|ue,  $12.50. 

Sold  Murray  it  Cameron,  (Tuit,  on  tlH'ir  acceptance  at  30  days,  200 
pails  lioyal  Mixtui-e,  6.'?80  ll)s.,  at  9c.;  100  boxes  Brown  Mixture, 
500  ll)s.,  at  8c.;  40  bbls.  Soda  Biscuits,  2600  lbs.,  at  5ic.;  $— . 

Time — Lost,  James  Livingstone  ^  day,  Isaac  Longley  1  day,  B. 
H.  Harvey,  i  day. 

Bought  of  Burnett  ck  Young,  Seaforth,  Flour,  etc.,  as  per  invoice 
No. — ,  $400.  Bemitted  in  payment  a  l)ank  draft  purchased  per 
checjue,  $ — .  (Kxchange  j^%.)  I'aid  fi-eight  p(n-  che<iue,  $12.50. 
Paid  })er  cluupie  on  acct.  of  wages,  J.  G.  Boy,  $10,  and  H.  H. 
Edwards  $7.50. 

11.  As  per  terms  of  lease  Karn  it  Co.  have  this  day  added  new  machinery 

valued  at  $109.50  for  ])ayment  of  which  we  have  advanced  cash  at 
7%.  A.  H.  Smith  withdrew  for  private  use  cash,  $14.  Gave  the 
Children's  Home  1  pail  Boyal  ^lixture,  32  lbs.,  at  9c.;  5  boxes 
Oriental  IMixture,  at  $1.10.     Paid  cash  for  petty  expense.s,  $1.60. 

Time — I^ost,  K.  J.    Smith,  \  day,    S.  K.  Flynn  \  day,  B.  II. 
Harvey  \  day. 

12.  Paid  J.  F.  McNeill  in  full  of  acct.,  per  checjue,  $ — .     Shipped  to  Mc- 

Hendryit  Oslei',  Brantford,  for  sale  on  joint  acct.,  each  one-half,  40 
l)bls.  Ai-rowi'oot  Biscuits,  2360  lbs.,  at  lOc;  20  bbls.  Fruit  Biscuits, 
1350  lbs.,  at  9c.;  300  boxes  Oyster  Bi.scuits,  6000  ]])s.,  at  7c.;  100 
pails  Acid  Drops,  2500  lbs.,  at  lie;  $ — .  Paid  shipping  expenses 
per  chetjue,  $5.50.  Dismissed  B.  H.  Harvey  and  paid  him  amount 
of  wages  due  to  date,  per  cliecpie,  $ — . 

Time     Lost,  E.  H.  Water.s  ^  day,  B.  H.  Harvey  1  day. 
14.  Bought  of  Fisher  *k  Kenned}',  Montreal,  Sugar,  Glucose,  etc.,  as  per 
inventory,  $560.     Remitted   in  payment  a  draft   purchased    per 
cheque,  $ — .     Paid  freight  per  clieque,  $14.20.     Paid  our  accept- 
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ance  favor  of  Karn  it  Co.,  due  this  day,  per  checjue,  $ — .     Paid  cash 
ft»r  petty  expfui.ses,  82.60. 

Time — Lost,  J  I.  C.  Leniio.x  i  day,  Peter  ^NFarkham  I  day. 

|{(tl)iiis(>n  it  Co.,  Jjoiidon,  I'cndci'cd  an  acct.  sales  ot"  our  shijtmejit  ti) 
tlicm  of  tiie  Ml  iiist.  Our  net  pictcerds,  !?Sit2..')().  'I "hey  I'ciiiittcd 
a  si«,dit  <li-!ift  on  John  McMilliui  tor  8()0(>,  and  their  note  at  'M) 
days  for  h.-dance,  $ — .  Paid  jter  ehtMjiK!  on  acct.  of  wa^es,  .1.  (I. 
Roy  >?ir),  K.  C.  Cochrane  .-<1(),  juid  II.  C.  Leniio.x  .*.'). 

Time — Lost,   .lohn   Wiiite   .',   d.iy,    Kol)crt  Cahier    |   (hiy,    Isjiac 
Lonjjfley  \  day. 

Sold  .lame.-!  Featherstone,  Belleville,  on  his  acceptance  at  'M)  days,  10 
bbls.  Pe<ip]«''s  Mixe(l  J'iscuits,  6IU  lbs.,  at  TJc;  7")  puils  lUitter 
Chocolate,  1S70  lbs.,  at  loi;.;  20  box<'S  wrapjx'd  Tally,  at  81  ;  •*--  . 
Sold  A\\  C.  Laiij,'  for  cash,  1.")  boxes  (iiiiLcer  Snaps,  4r)0  lbs.,  at  He.; 
10  boxes  XX  Snaps,  27;")  lbs.,  at  oc;  1  bbl.  Im])erial  Chocolate, 
205  lbs.,  at  lie;  ><—  .     Paid  cash  for  repairs,  iJ^LOO. 

fl.  .\.  SutluM'land  ])aid  on  acct.,  j)er  che»nie,  !*!lUO.  J)ej)osited  in  b;iiik 
cash,  ^HOO.  j)i'e\v  on  Mclleiidiy'  it  Osier,  JJrantford,  at  30  days, 
for  .$730  ;  discounted  the  divift  at  7%  ;  proceeds  deposited,  $ — . 

Sold  Daniel  Cameron,  Listowcl,  20  l)b|s.  Fruit  Biscuits,  1400  lbs.,  at 
lOc;  100  boxes  Oy.ster  Bi.scuits,  2000  lbs.,  at  7 U'.;  100  IxMtles 
As.sortetl  Tal)lets,  at  Wc  ;  .i? — .  ]{eceived  in  payment  C.  JL 
Simpson's  note  for  $100,  dated  jNlay  17,  1897,  at  1  month,  j)ayal)l(! 
at  the  Bank  of  Commerce,  and  iMr.  Cameron's  note  at  I.'")  days  for 
balance,  .$  -.  ]*aid  c;ish  for  j)el  ty  expenses,  $3.S0.  Paid  H.  J[. 
Edwards  (»n  acct.  of  wajjes,  per  clictiue,  .*?20. 

Time — Lost,    S.  K.    Flynn   },   day,   K.  J.   Snuth    |  day,  .James 
Jackson,  1  day. 

liou<,ditof  Staidey  <t  Stevens,  Toronto,  for  cash,  Su,i,'ar,  Essences,  etc., 
as  per  invoice  No. — ,  .$340.  Paid  freight  per  clun^ue,  ."^10.20.  Paid 
cash  for  Fuel  for  otlice,  !?."). 20. 

Time — Lost,  Peter  Markham  ?,  day,  Isaac  Longley  ^  day. 

Mcliendi-y  it  Osier,  lirantford,  rendered  an  aci-t.  sales  of  our  shipment 
to  them  on  joint  acct.  C)ui*  .',  Jiet  ])roceeds  .i?r)71.  They  remitted 
a  bank  draft  purchased  with  tlu^  anuaint  nece.s.siiry  to  close  acct,, 
$ — .     C.  H.  Simp.son  paid  his  note  per  cheque,  $ — . 

Shipped  to  jNEcHendry  it  0^;ler,  Brantfoid,  to  be  sold  on  our  acct.  and 
ri.sk,  40  bbl.s.  Arrowroot  Biscuits.  2100  ]])s.,  jit  10c.;  10  bbls.  :\laple 
Chocolates,  20.")0  ll).s.,  at  l>c.;  100  boxes  Almond  l{ock,  500  lbs.,  at 
17c.;  20  bbls.  Imperial  Chocolate,  4000  lbs.,  at  16c.;,S— .  Paid 
shipping  expenses  per  che(|ue,  $5.85.  L.  C.  (Jordon  settled,  per 
che(|Ue,  lor  his  note  of  the  3rd  inst.,  which  was  protested  for  non- 
payment. Pi'otest  charges,  .$1.53.  (No  interest  charged.) 
Time — Lost,  E.  H.  Waters  |  day. 


284 


APPKNDIX. 


I 


23. 

21. 

2r). 

20. 

28. 
29. 


30. 


1{.  If.  I)ick«'y,  Eloni,  nMiiittcd  a  si^lit,  draft  on  Karn  it  Co.,  in  full 
paymt'iit  of  liis  inAv.  diitf  this  day,  $ — . 

Sold  II.  M.  I  )a\vson  tin  acct.,  21  boxes  Jirown  Mixture,  105  lbs.,  at 
Sc;  100  boxes  Oatmeal  Wafers,  IH(M)  lbs.,  at  lO^c;  $— .  A.  H. 
Smith,  withdi'ew  on  |n'i\a(«5  aect.  cash,  $_M). 

Dvvw  on  McHendry  it  OsIcm-,  Jiiantfoid,  at  10  days  for  $200.     J.  A. 
Sutherland  remitted  his  che(|U(5  in  full  payment  of  aeet.,  $ — . 
Time      fjost,  S.  K.  I'^lynn  1  day,  John  White  },  day. 

JJouj^ht  of  Mcliai'dy  it  Sons,  Montreal,  <»n  our  acc(!j)tani;(^  at  '.\0  days, 
(ilueose,  Molasses,  etc.,  as  per  invoice  No. — ,  ^O'iO.  Paid  freight 
per  clietjue,  $2r>.<')().      Paid  cash  for  repairs,  iii^lO.^O. 

Tinu^  —  Lost,  .James  Jackson  \  day,  liobert  ('alder  ]  day. 

Bou^'ht  of  Fair  &  Co.,  CliMton,  for  cash.  Plour,  (-tc,  as  per  invoice 
No.-    ,  SBITT).      Paid  frei«,'ht,  per  che(|nc,  $1S.2(). 

McHendry  &  Osier,  lirantford,  rendered  an  acct.  sales  of  our  ship- 
ment to  them  of  the  22nd  inst.  Our  net  proceeds,  iJi^l.'Jilli.S.').  Thety 
HMuitted  Thomas  IJrttwn's  si,<,dit  draft  on  (}il»son  A'  Co.  for  .100, 
and  their  note  at  15  days  to  close  acct.,  .$ — .  I)(![)osited  in  bank 
ca,sh,  $100. 

Time — Lost,  James  Livingstone  },  day,  llobert  Calder,  \  day. 

Paid  emplovees  in  full  to  date  per  chetpie,  $ — .  Paid  Ka;'n  it  Co., 
the  amount  of  rent  still  due  them,  per  cheque,  $ — .  Paid  cash  for 
petty  expenses,  $8.90. 

Jnrciitoriix. 

Material  o:i  hand $1200  00 

(ioods 3878  IG 

Horse  and  I  )ray    1 10  00 

Safe  and  Office  Furniture I4't  00 

Unexpired  Jnsurance 45  00 

Total S 
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CIIAPTKIl    V. 


I'HB   RECORD. 

J-Jooks  am  kept  for  the  i>urp<>s(>  of  present iiii,'  in  eouvenioiit  form  a 
coinpietf?  record  of  hiisiness  transactions.  W'liilr  tlie  nniU'ilvins.;  prin- 
ciples of  scientific  hook  keep'iii^  aie  alwjiys  the  same,  in  tlie  application  of 
those  pi'incipleH  tlu'i'e  is  .dnutst  endless  variety.  Tliis  ai'ises  from  tho 
nec(!ssity  for  making  tlu;  hooks  cont'oi-m  to  the  re<juii'emeiits  of  the  par- 
ticular business  for  which  they  ar(^  kept. 

A  complete  recoi-d  (»f  tlu^  transactions  of  a  business  ustiallv  coinj)rises : 

(i)  The  ])rincipal  books,  togethei'  with  their  au.xiliaries  (if  any) — the 
thtdUeil  rt'ford. 

(ii)  The  rje(l<,'er,  which  ropi'osents  an  epitome  of  what  is  contained  in 
full  in  the  pi'inci})Ml  an<l  auxiliary  l)ooks-  thf  stnuinarizt'd  rrconL 

III  imictice  tilt' F.t'djrcr  (lofs  not  iicccssiirily  coiitaiii  all  llic  accoiiiits  comiiM'tcd  willi  Hie  lini-iiit'ss  ; 
for  i'\:iiii|ile,  the  Ca-ili  Hook  iiia.v  \)v  rc^anlcil  as  ilii-  t'asli  .Vccoiiiil,  Imt  this  doi's  not  ulfucl  the  Kt'iioral 
t!tAleiiii-nt  here  iiiatle  re^'ardiiijf  the  Ledger  in  coiniilele  form. 

(iii)  The  Financial  Statement,  which  is  essentially  a  condensation  of  the 
results  shown  by  the  L«;dger — the  si/noj>tir  nrord. 

BOOKS   OF   ORIGINAL   ENTRY. 

A  book  of  original  entry  is  one  in  which  transactions  are  recorded  as 
they  occur.  It  is  a  priurijxif  book  when  transfers  are  made  directly  from 
it  to  the  liedger ;  otherwise  it  is  an  (iK.ii/itiri/. 

The  classification  of  transactions  has  led  to  the  use  of  several  different 
kinds  of  books  of  original  entry,  as  the  Cash  i>ook,  Sales  ]>ook,  l>ill  Uook, 
etc.  The  advantage  of  such  books  consists  in  the  fact  that  each  may  he 
adapted  for  the  special  function  it  is  re(|uir(Hl  to  ])erform.  Formerly  it 
was  the  custom  to  use  such  books  merely  as  auxiliar-ies  to  the  Journal. 
Nowadays  the  case  is  dilVerent.  It  has  been  discovered  that  much  time 
and  labor  may  1)6  saved  and  gretiter  accuracy  secured  by  posting  directly, 
as  far  as  possible,  from  all  books  of  original  entry. 

In  order  to  determine  what  books  of  original  entry  should  he  kept  for 
a  business  it  is  necessary  to  consider  both  the  cliai'acter  ot"  the  trans- 
actions and  the  volume  of  the  business.     Two  extremes  are  to  be  avoided. 
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(1)  'l"li»!  ciilciiii;^  (if  ull  classes  (if  ti'/insucUons  iiiUt  oiu;  Ijuok.  'J'liis 
results    ill    iricoiiipU'tfticss  of  I'ccord,   and   fnM|U«'ntly  prixliicos  coiifusioii. 

(2)  Tlic  iiniltii»lyiji<^  (jf  ))U(»ks  ^llln^■<'t^ssul■ily.  Thr.  ush  of  too  iiuiiiy  books 
iiicifiist'S  liil)of,  rciidcis  tlin  system  eoiiiplieuted,  and  sei'\  es  no  j)l"ilctieal 
puipose.  The  j)fo|ier  eniii'se  to  ,'o!lo\v  is  K  .M'lke  a  clussilieut ion  of  ti'ans- 
aetions  on  a  soniew  liai  l>road  hasis,  and  to  a(Ja|)b  a  book  to  thu  rcquiru- 
liients  of  ea«'h  class. 

When  niakinj^  oii^'inal  rntrif;s  it  is  highly  iinportaiit  to  collect  and 
arrange  tb<!  debits  and  eiedits  arisini(  oiit^  of  Iraiisaetions  iti  such  a  man- 
ner as  to  faeibtate  tluf  pioeess  (»f  summari/in;^  w  bicb  is  to  follow,  Jf  it 
is  found  that  a  considei-able  iiu)nb(>i'  of  items  belonj^  to  atiy  aee()unt  tliey 
should  b(i  ent(!fed  into  a  special  column  and  aftiU'wards  posted  iii  total. 
I'.y  this  meansa  <,'i'eat  sa\  ini;  of  time  and  lal)ormay  b(i  eile<;ted.  It-  will  be 
seen  that  this  j)rinciple  may  bo  cai'ried  <tut  to  any  desii-abh^  extent,  'i'lie 
Synoptic  Journal,  so  mucii  in  favor  at  prcsuat,  ailiirds  ample  cvidonco  of 
this. 

INVOICES   OP   PURCHASES. 

When  an  invoice  is  received,  it  should  )»<^  placed  in  the  drawer  or  on 
the  file  for  Undiecked  Invoices  until  the  goods  which  it  represents  arrive. 
If  on  examiniiiLC  the*  *,'oods  tiic!  in\(»ic(5  is  f(»und  correct,  it  should  be 
initialed  and  liled  with  the  other  insoices  for  the  month.  Care  should  be 
taken  to  arrange  invoices  in  strictly  alphabetical  order.  Those  received 
from  the  same  firm  should  be  arranged  together  in  chronological  order. 
Once  a  month,  or  ofteiier  if  necessai-y,  the  invoices  may  bo  posted 
directly  to  the  (ieneral  Ledger,  debiting  the  !Mdse.  Acct.  for  the  total 
amount  of  purchases,  and  cri'diting  th(;  other  accounts  alfected  with  the 
amounts  wliich  belong  to  them  respectively,  'ihe  pag(^  of  the  ledger  to 
which  the  amount  of  an  invoice  is  transferi'ed  will  appear  on  the  invoice, 
and  the  date  or  numlier  of  the  invoice  wili  appear  in  the  ledger.  If  the 
invoices  are  iiled  away  in  cases  pro]>erly  labelled,  any  ])articular  invoice 
may  be  referred  to  without  inconvenience  or  loss  of  time. 

It  is  a  good  plan  to  rule  a  sheet  of  foolscap  so  that  there  may  bo  a 
money  column  for  each  wholesale  firin  from  which  goods  are  purchased. 
When  an  invoice  is  file(l  the  amount  of  it  is  entei-ed  in  the  column  bear- 
ing the  name  (a])breviated)  of  the  firm  which  sent  it.  At  the  end  of  the 
month  the  amounts  of  the  invoices  are  called  out  and  entered  in  one 
coluum,  or  more  if  necessary,  on  another  sheet.  At  the  same  time  the 
ruled  sheet  is  checked,  and  the  invoices  are  numbered.  The  number  of 
amounts  on  the  che!ck  sheet  and  the  number  of  invoices  are  found  by 
counting  them,  so  that  any  error  in  numbering  may  be  detected.  The 
footings  of  the  different  colunnis  are  then  found,  after  wliicli  the  totals  of 
the  sheets  are  compared.     If  they  agree  there  is  almost  absolute  certainty 
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that  the  total  i.s  correct.  A.s  the  aniountH  ttf  the  difVerent  invoices  are 
pojited,  their  nunibt-rs  will  be  placed  in  a  s(fries  on  a  slip  of  paj)er.  I>y 
this  means  any  omissions  will  at  once  be  discovered.  'J'he  check  .sheet 
will  also  form  a  very  satisfactory  test  of  the  cfirrectness  of  the  jxistin;;  to 
the  dilVerent  personal  a«'count.s.  The  total  will  be  transferred  to  the  debit, 
side  of  the  Merchandise  Account. 

It  must  always  bo  borne  in  mind,  however,  that  tlu^  recpiirements  of 
the  bnsin«'ss  should  determine  the  i-oinse  to  be  pursued.  I  n  .i  lai'^^e  w  ll^^•^a^^ 
estaltlishment,  for  c.\ampl<>,  it  may  he  necessary  to  make  a  classilied  rt'c<)r(l 
of  ]>urchases  in  book  form  for  daily  use  iit  th«j  warehouse  or  t Ik;  ollice. 
Further,  it  nuiy  be  found  convenient  to  po^t  from  an  lnvoic(.'  JJ(j<jk,  espi.'ci- 
ally  if  s<;veral  merchandi.se  accounts  ar<i  kept, 

THE  SYNOPTIC  JOURNAL. 

A  Synoptic  .Tourn.'il  in  its  most  complet*;  foiin  has  a  special  column  for 
every  account  connected  with  tlu^  business,  petsnnal  accounts  excepted*. 
in  j)rinciple  it  tloes  not  dill'er  from  an  onlin.i  ry  special  colmnn  journ;d, 
such  as  shewn  on  ]w^e  7'.)  or  on  payje  1 II.  Some  accountants  jmt  all  the 
transactions  throuijh  this  book,  others  enter  into  itotdy  such  transactions 
as  ai'e  not  recorded  in  other  books,  as  tli<^  Invoice  iSook,  Sales  iJook,  Kill 
Bottk,  (!tc.  'J'he  latter  method  is,  j^cneially  speak inj^,  the  mor<!  pract  ical. 
Usually  there  is  little  gained  by  transfenini;  invoices  to  tlu?  Joui-nal. 
They  may  be  ])osted  with  less  labor  directly  to  the  Jjcdijer.  If  an  item- 
ized Sales  I.ediTor  is  kept  as  described  olsewliere  on(^  entry  per  month  — 
th«5  total  amount  of  creclit  sales  -  from  it  to  the  merchandiso  acc(»unt 
in  the  Genei-al  I^ed^'er  restores  the  e(|uilil)rium  of  tlui  two  books  without 
the  intervention  of  the  J()urnal.  A<,'ain,  nothing'  could  be  simpler  or 
more  convenient  than  to  ]H»st  amounts  either  sej)aialely  or  in  totals 
directly  from  the  Bill  ]iooks  to  the  l^edyer.  Any  other  method  except 
that  of  keeping  the  Bills  ]{eceivable  and  liills  Payable  accounts  in  the  Bill 
Books  themselves  must  necessarily  increa.se  labor.  When  bills  are  dis- 
counted, when  payments  are  made  on  them,  or  when  they  have  to  bt^ 
charged  to  personal  accounts  for  non-])aynient,  tht;  Synoj)tic  Journal  may 
be  used  to  great  advantage.  This  book  will  also  contain  ii  recoid  of  all 
transactions  affecting  the  working  accounts  of  the  business,  sucli  as  the 
Ca.sh  Account,  Bank  Account,  Exjjense  Account,  etc.  'J'he  form  given  on 
the  next  two  pages  may  be  easily  adapted  to  the  needs  of  an  ordinary 
retail  business. 

*  When  a  large  amount  of  business  is  <lotie  with  a  jiorson  (or  firin)  it  may  lie  a(l\  i-ialile  to  iisi-  a  special 
colunm  in  the  Synopti  •  Journal  for  his  ac'coniit.  It  is  obvious,  ho\ve\er,  that  thu  numlxTof  iiersotuil 
accounts  kept  in  thia  book  must  be  conlineU  to  narrow  limitu,  otherwise  it  would  become  cumbcrsomQ 
or  unwieldy. 
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Jan. 


PAKTICirLARS. 


Balances  brou<.rht  forwartl. 

Investment.: 

Cash  on  hand 


;)  Paid  Sinilli  it  Co., Toronto, 
ciisli  forGoods,  Inv.  No.  1 

:U'aid  Cash  for  Fri-iKhtand' 
Dra.Vii;,'i' | 

lil'aid  ('ahh  for  Fuel  and  fori 
Ortice  Books 


r>no 


r.i  09 


I:  « 


Deposiiod  in  Bank  of  Coni- 
nu'ri'L",  (!ash 

Uasli  Sali's 

Discoiinlud  A.  Taylor's 
Accc'iitance,   No.   1,  at  C 
p.  (!.    Proceeds  duposilHl 


for 


Paid  Cash  for  Coal  Oil. 

Cash  Sales 

Paid    Warner  &    Sons 

(ioods,  Inv.  No.  2 

I'.iid    Cash  for  Draft  and 

Exchange  


Paid  Cash  for  Freiufht 

William  Leeds  paid  ("ash  on 

aci'oiint  (C.S.I/.) 

Cash  Hales 


Sundrie.s. 


Dr. 


Cr. 


120(,> 


200 


.Ian.  .■?.  —  By  investment  is  meant  lure  the  anionnt  of  cash  that  the  projiriftor  has  handed  over  for 
use  in  the  husinuss.     It  does  not  nece.ssarily  represent  his  linancial  standiiijf.     Sec  pajre  137. 

Smith  &  Co.  will  be  credited  from  the  invoice  just  as  if  the  floods  were  bous^ht  on  credit ;  therefore, 
they  must  be  debited  for  the  cash  paid  to  them.  Ex(^ept  when  the  i)nrchases  are  chiefly  for  cash  it  is 
custor.iary  to  pass  all  of  them  lhroii'.;li  the  dealer's  personal  account  so  as  to  show  the  extent  of  business 
done  with  liini.     In  v,  hat  other  way  might  this  entry  be  made  V    Explain  both  forms  fully. 

Jan.  4. — J.  McEachern's  account  is  debited  in  the  Credit  Sales  Ledger.  As  he  has  given  in  payment 
an  acceptance  his  account  will  be  credited  from  the  Bill  Book  ;  therefore,  no  entry  is  made  here.  The 
mark  "  C.S.  L."  slio\ild  appear  in  the  B.  B.,  so  that  the  amount  would  be  posted  to  the  proper  ledger. 

Jan.  5.— William  Leeds'  purchase  of  goods  is  entered  into  the  C.S.L. 

A.  Taylor's  acccjitance  is  discounted.  Bank  Account  is  debited  for  the  amount  of  proceeds,  and 
Int.  and  i)isc  Account  for  the  cost  of  discounting  the  note.  Bills  Kccei\able  Account  is  credited  with 
the  amount  of  the  accejitance.  li  is  usual  for  business  houses  to  discount  several  notes  or  acceptances 
at  one  time.  Suppose  that  the  iiills  numbered  5,  7,  it,  15,  1!)  and  20,  are  discounted  at  the  bank  at  dX, 
The  entry  in  that  case  is,  Dinc't'd  at  (,  :,  miln  He:,  Aiw.  .7,  7,  U,  1.',  I'.i,  ;?(),  <{-c.  The  amounts  will  be 
entered  in  totals.  In  the  B.  B.  the  mark  "  Disc."  or  "  D."  will  be  placed  ojiposite  the  amount  of  each 
bill,  showing  how  it  has  been  disiioseil  of.  Again,  sui)iiose  that  No.  1,5,  accepteil  by  Peter  Doolittle,  is 
returned  b\  the  b;ink  for  n<  n-pa>incnt,  as  the  bank  has  given  us  value  for  the  acceptance  we  must 
credit  Bank  Account.     We  nmst  also  debit  Doolittle,  as  he  has  become  indebted  to  us. 

Jan.  6.-  The  Merchandise  Account  is  not  aiTcetcd,  in  so  far  as  this  book  is  concerned,  by  the  pur- 
chase of  goiMls  from  Warner  it  Sons.  The  transaction  is  regarded  as  payment  on  accovmt  by  draft  pur- 
chased with  cash.  Wai-ner  it  Sons' account  is  debited  for  the  amoimt  of  the  draft  remitted.  Int.  and 
Dis.  Account  is  debited  fi)r  the  amount  of  exchange  jtaid,  and  Cash  Account  is  credited  for  the  whole 
amount  paid  out.  How  will  this  amount  And  its  way  to  the  Merchandise  Account  in  the  General 
Ledger  ? 
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WiUiani  Leeds' accnunt  is  crcililtMl  bocausi'  lie  tjivcs  us  value.  His  account  is  found  in  the  Cr('<lit 
Sales  I,edy:er.  '1  liercforc,  ihc  ciili\  is  luarkid  "C.S.L."  If  this  were  not  done,  in  all  pnibabilily  Uie 
s\nii  of  .*.'i  would  be  posted  to  his  ciedit  in  the  (Jencral  l.edycr. 

The  other  main  records  to  be  used  alonjf  with  this  Journal  are  :  — 

(1)  The  Invoices.— The  amounls  of  separate  invoices  arc  jtostcd  to  the  credit  of  the  parties 
entitled  to  receive  value  for  the  jroods  pur<b;iscd.  Tlic  total  aiiinuiit  of  jmrcliases  for  the  nioiitli  is 
transferretl  ilireetly  to  the  Cr.  side  i.f  Mercliandise  Account  in  the  tlential  Ledger. 

When  the  business  is  larjre  it  may  be  ad\isiiblc  to  )int  all  invoices  tliiou'_di  the  Synoptic  .lonrnal. 
By  this  means  a  peiinanent  book  record  is  xiiircd.  The  adililioiial  labor  in  doiiiy' tliis  consisls  prac.'ti- 
cally  of  niakini^  a  list  of  the  names  of  the  tirins  issum;;'  the  in\  oices. 

(li)  The  Bills  Receivable  Book  when  a  noti'  or  accc))lan<'e  is  entered  in  this  book,  the  ar- 
comit  of  the  ])erson  (or  tirni)  who  sa\e  us  the  value  il  rc]nescnls  is  cicdited.  The  total  iiniount  of  bills 
for  the  month  is  transferred  directly  to  the  Dr.  side  of  Bills  Keceivalile  Accomit  in  the  (icncral  l.ed^'cr. 
Such  entries  havint,'  been  m;«le  from  the  Bills  Receivable  Book  its  function  as  a  iirincipul  book  ceases. 

(lii)  The  Bills  Payable  Book. — This  hook  is  kejit  on  the  same  treneral  plan  as  is  outline<l  in  No. 
(ii). 

(iV)    The  Credit  Sales  Ledger.— The  use  of  this  hook  is  explained  on  page  293. 

(V)  The  General  Ledger. —it  may  contain  all  the  aocounts  except  such  personal  accounts  as  arise 
from  sales  of  merchandise.  Many  of  the  accounts  kept  in  the  Synoptic  need  not  be  transferred  to 
the  Ledger,  as  no  advantage  is  gained  therwby. 
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THE  GENERAL  LEDGER. 


Tim  purposo  oi  i\n^  Ledger  is  to  jireseiit  the  important  results  of 
business  trjiiisaetious. 

When  the  transactions  are  few  and  simple  the  Lodger  niay  he  used  .as  a 
book  of  original  entry.  'J'his  may  Ixi  regarded  as  the  most  elementary 
form  of  systematic  book-keeping.  See  pp.  14,  15  and  IG.  On  the  other 
hand,  if  the  business  is  extensive,  several  books  oi  original  entry  may  be 
n(^c(!ssary,  in  order  to  afford  a  complete  and  convenient  record  of  the 
details  of  ti'ansactions.  The  Ledger  then  becomes  a  swumary  of  results 
derived  from  sevei-al  soin'ces,  such  as  the  Joui-nal,  Cash  Book,  Invoice 
]iook.  Sales  Book,  Bill  JJook,  etc.  It  may  })e  desirable  to  differentiate 
still  fui'ther  by  either  adapting  certain  sections  of  the  liedger  to  different 
classics  of  accounts  or  by  using  a  separate  book  for  each  class,  as  Purchase 
Ledger,  Sales  Ledger,  etc. 

The  process  of  summarizing  may  be  facilitated  as  follows  : 

(i)  By  a  proper  classification*  and  arrangement  of  accounts.  A  self- 
indexed  ledger,  bound  in  such  a  way  that  additional  jiages  maybe  inserted 
as  required,  is  both  convenient  and  economical.  For  a  business  of  coji- 
siderable  n»agnitude  the  Ledger  may  be  divided  into  two  parts,  marked 
"  A  to  L  "  and  "  M  to  Z,"  respectively. 

(ii)  By  posting  directly  from  books  of  original  entry.  Every  transfer 
from  one  book  to  another  increases  not  only  the  amount  of  labor  liut 
also  the  liability  to  error. 

(iii)  By  collecting  in  the  principal  books  items  belonging  to  the  same 
accounts,  and  posting  them  in  totals. 

(iv)  By  adopting  a  convenient  system  of  indexing.  Entries  should  be 
marked  so  that  they  may,  without  loss  of  time,  be  traced  back  to  their 
original  source. 


*  So veral  cl.assifloat ions  of  accounts  have  been  made,  but  for  the  most  part  they  are  eillier  illoj^ical 
or  they  have  no  important  relation  to  the  real  iiurjjoso  of  the  le(l),a'r.  Tlie  ledger  can  shew  only  two 
sets  of  results,  viz.,  resources  and  liabilities  and  louses  and  (jainx,  the  former  n'pr(>*v/i<i/W7  the  pro- 
prietor's net  worth  and  the  latter  ajfcctiiin  it.  In  other  words,  the  leflf^er  answers  two  main  questions. 
What  are  the  resources  and  liabilities  which  constitute  the  jiroprietor's  capital?  What  are  the  losses 
and  grains  which  diminish  or  iticrease  the  proprietor's  capital  V  These  considerations  furnish  the  reason 
why  all  losses  and  gains  must  ultimately  fliul  their  way  to  the  proprietor's  account,  which,  strictly 
speaking,  belongs  to  neither  of  the  classes  mentioned.  See  page  37.  It  is  thus  seen  that  the  pro 
prietor's  net  worth  is  obtained  by  two  different  methods,  each  of  which  forms  a  check  on  the  other. 
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WHOLESALE  LEDGER. 
Ferguson  Sf   Co.,   Port  Elgin. 


Datk. 

Itkms. 

Bills' 

DDK. 

FOL. 

Pu. 

Cr. 

Bal.\nck.    ' 

1 
i 

IvDKHTKD- 

,       NKSS. 

189G 

1 

July 

Ci 

To  Mdse.  30  days . . . 

S.B. 

112 

20 

112 

20 

112 

20 

it 

8 

By  Dft.  30  days 

1  n 

s 

18 
i     B.  H. 

112 

20 

112 

20 

(< 

18 

To  Mdse.  4  nios.  . .  . 

144 

s.bI 

340 

35 

340 

35 

452 

55 

(< 

1 

By  Dft.  4mos 

TJ 

19 
B.H. 

:uK) 

00 

40 

35 

i  452 

55 

Aug. 

1 
5 

To  Mdse.  2  iiios   .... 

ir.2 

S.  B. 

200 

00 

240 

35 

(552 

55 

i( 

II 

To  Dft.  of  a  Unp.iid . 

7."> 
J. 

112 

20 

352 

5."> 

(552 

55 

(( 

12 

By  Casli 

t.:B. 

112 

20 

240 

35 

:  5-10 

35 

The  foregoing  is  well  adapted  for  .a  wholesale  busine.ss.  It  ])resents  at 
a  glance  such  facts  as  will  enable  tlio  malinger  to  determine  exactly  how  a 
customer's  ficcount  stands.  The  .amounts  of  drafts  should  be  checked 
Avhen  they  are  paid,  as  the  total  indebtedness  is  tlierel)y  reduced.  If  a 
note  or  draft,  for  which  a  customer  has  been  credited,  is  not  paid  at 
ix.at\irity-- liis  account  should  be  debited  with  the  amount  of  it,  This 
will  increase  the  debit  balance,  although  it  does  not  afiect  the  amount  of 
actual  iiidebtediieijis. 
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RETAIL  LEDGER. 
Warner  tj-  Sons,  London. 


I»ATK. 


1896. 
Sept. 


Oct. 


12 
14 

26 

10 


Itk.ms. 


Balance 

By  Mdse 

To  Cash.... 
By  Mdse. .  . . 

To  B.  F 

By  Mdse.  .  .  . 
To  Cash .... 
By  Mdse. .  . . 


KOL. 


346 
L.A. 
1  ii> 

S. 
129 

S.  ' 
130 

S. 

;c 
ij.i'. 

140^ 
S. 
144 


'         I)n 

•    ' 

Ch 

• 

Dr. 

or 

Cb. 

1 

Rala; 

1 

329 

75 

Cr. 

329 

428 

05 

Cr. 

758 

7")() 

00 

Cr. 

8 

i 

500 

00 

Cr. 

508 

TidS 

40 

j 

650 

25 

Cr. 

650 

400 

00  1 

Cr. 

250 

1 

700 

25 

Cr. 

950 

I  a 
40 
40 
40 

25 
25 
50 


This  fonii  of  L(>(l_i^t'r  is  suitabli!  for  a  ifeiioi'al  retail  ljusine.ss.  It  will  be 
observed  tliat  purchases  of  inerchaiidise  are  posted  from  the  Synoptic 
Journal  instead  of  from  the  invoices  as  referred  to  on  page  286.  Our 
acceptance  for  $508.40,  posted  from  I'age  37  of  the  Bills  Payable  Book, 
closes  the  account.  A  single  red  line  drawn  across  the  Dr.  and  Cr. 
money  columns,  and  the  blank  in  the  balance  column  are  sufficient  to 
mark  this.  The  totals  may  ])e  entered  in  pencil  if  desired.  Before 
dosing  the  account  the  amount  in  the  ]>alance  column  should  be  checked 
by  finding  the  difference  between  the  Dr.  and  Cr.  footings. 
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RAIjANCK. 

329 

75 

7r)8 

40 

8 

40 

oOS 

40 

650 

25 

250 

25 

950 

50 

No.  125. 


CREDIT  SALES  LEDGER. 


J.  M.  Eastcrbrooh 


No.  of  old  acct.  25. 


Datk. 


1S9G. 
Aug. 


Sept. 


3 

3 

10 

15 


I'ARTICtl.AliS. 


Balance  of  acct.  rendered 

To  3  prs.  Men's  Kip  Boots  at  $4.50. . . . 

' '  3  i)rs.  Tie  Shoes  at  8 1 .  SO 

"  2  prs.  Latlies'  Pol.  Calf  Boots  at  $2.50 
By  fash 


20      To  2  prs.  Boys'  Boots  at  .$2. 40 .  . . 


29 


31 


"   1  pr.  Ladies'  Butf  Bals.  at  .$1.50 


Balance  due 

By  note  at  10  days. 


1 
FoL. 

i 

KK. 

13 

50 

5 

40 

5 

00 

43 

H. 

i     4 

80  ' 

1 

50 

30 

1 

i 

20 

10 

H.R. 

Dr. 


Cr. 


34 


20 


33 


30    20 
40 


00 


64 
33 


30 


60 
80 


33 


30 


60 


80 


The  Credit  Sales  Ledger  is  well  adapted  for  a  retail  business  when 
monthly  accounts  are  opened  with  customers.  'Y\w  following  points  are 
deserving  of  attention  : 

(i)  The  form  of  the  account  diould  ha  as  simple  as  possible. 

(ii)  Each  account  must  be  numbei-ed. 

(iii)  Care  must  be  taken  not  to  enter  the  unpaid  balance  of  a  former 
account  in  the  Sal<>s  Column. 

(iv)  The  aiiKmnt  of  the  Sales  Cohunn  will  find  its  way  to  the  Cr.  of 
Mdse.  Acct.  in  the  General  Ledger  as  a  part  of  the  total  amount  of  credit 
sales  for  the  montla. 

(v)  When  amounts  are  transferred  to  this  ledger  from  other  books, 
'    reference  to  them  should  be  made  in  the  Folio  Column.      *''  as  given  above 

shews   that  the  entry   has   been  posted  from   page   43  of  the  Synoptic 
Journal. 
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Perhaps  no  other  phase  of  book-keeping  presents  more  diversity  of 
opini(JU  among  accountants  than  methods  of  deaUng  with  sales  of 
merchandise;  certainly  no  other  has  h(!(ui  subjected  to  greater  variety  of 
treatment  during  tl  10  past  few  years.  Although  no  method  has  yet  been 
found  which  is  entirely  free  from  objection,  it  nmst be  admitted  that  much 
advancement  along  the  lines  of  securing  accuracy  and  saving  time  and 
labor  lias  been  made. 

The  greatest  dilHculty  is  experienced  in  connection  with  retail  business, 
whei-e  a  hirge  number  of  credit  sales  are  made  daily,  and  where  it  is 
practically  necessary  to  send  ib'mized  monthly  statements  to  customers, 
notwithstanding  the  fact  that  bills  of  goods  are  issued  at  the  time  the 
sales  are  ell'ected. 

The  following  method  is  recommended  on  account  of  its  simplicity, 
complet(!ness,  and  economy. 

All  particulars  of  credit  sales  are  daily  entered  in  cojiying  ink  from 
counter  checks  into  a  Credit  Sales  Ledgei-,  composed  of  ruled  loose  sheets 
which  are  kept  on  file.  At  the  end  of  tlm  month  tissue  copies  are  taken 
off  and  attached  to  customers'  monthly  statements.  By  this  means  the 
labor  of  writing  duplicate  itemized  statements  is  saved.  Should  a 
customer  pay  his  account  in  full  befoi-e  the  end  of  the  month  the 
transaction  will  be  regarded  as  a  cash  sale,  and  the  loose  slu^et  on  which 
the  account  a})pears  will  be  removed  from  the  file.  Accounts  which  are 
paid  promptly  on  or  before  the  4tli  day  of  the  next  month,  sa\',  may  also 
be  treated  .as  cash  sales.*  All  such  amounts  will  find  their  way  to  the 
cash  and  merchandise  accounts  through  the  Synoptic  Journal.  See  form 
on  page  288.  The  nnnaining  accounts  will,  in  reality,  constitute  the  Credit 
Sales  Ledger,  the  total  amount  of  which  will  be  transferred  to, the  Cr. 
side  of  the  JNldse.  Acct.  in  the  General  Ledger. 

The  advantages  of  the  method  here  outlined  are  (i)  No  unnecessary 
labor  is  performed,  (ii)  The  woi'k  is  distril)uted  over  the  wliole  month, 
(iii)  Customers'  accounts  are  always  written  up.  (iv)  The  itemized 
statements  are  sure  to  be  exact  c<tpies  of  the  accounts,  (v)  The  number 
of  personal  accounts  remaining  in  the  Ledger  is  reduced  to  a  minimum, 
(vi)  Accounts  are  arranged  alphabetically,  consequently  there  is  no  loss 
of  time  in  referring  to  them. 

The  chief  objection  urged  against  the  loose  sheet  system  is  that  accounts 
are  likely  to  be  mislaid  or  lost.  There  is  only  one  way  of  overcoming  the 
difficulty,  and  that  is  never  to  allow  a  sheet  to  be  removed  Jrotn  the  file 
except  under  the  conditions  mentioned  above. 

*  By  deferring' the  work  of  lestiiij?  the  e(|uilibriuin  of  ihe  ledger  for  a  few  days  l)eyond  the  usual 
time  iuuch  labor  will  bu  saved,  as  the  greater  uuiuber  of  custoiuera'  iiionthlj  accounta  will  be  closed, 
or  should  be  so  at  least. 
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Credit  Sales  and  Trial  Balance  Sheet. 


G 

8 

0 

00 


3 
4 


6 
7 
8 
9 
00 


Bla  ok    Line. 


Red    Line. 


nia  ck    Line. 


No.  of 

.Ia.nm  AKV.             i          Fkhiuahy. 

_ 
Cr.  Sa 

Maik'II. 

A  I'll  II,. 

Acrt. 

Or.  Sale8. 

Dr.   liiil.     Cr.  Sales. 

Dr.   HiiL 

es. 

Dr. 

HiiL 

Or. 

1 
.Sales. 

lUlaiiic. 

1 

2 

3 

1 

1 

4 

5 

R 

C(l 

Line. 

1 
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The  (idvantages  of  this  sheet  are  as  follows  : 

(i)    It  funiislifs  a  comparative  statement  of  the  credit  sales  of  merchan- 
dise for  the  (lifVenMit  months  of  th<^  year  witiiout  entailiiii;  any  additional 


lal 


)or, 


As  each  account  is  nunil)er(>(l,  and  as  the  numhcr  of  amounts  t(j  h 


entered  on  the  sheet  is  known,  no  time  need  ])e  htst  in  i)lacing  the  amount 
of  any  account  opposite  the  correspond in<,'  nunihcr  on  this  sheet.  The 
l)alanceH  of  the  acct)unts  are  also  entered.  Jf  a  ci't'(lit  halancc;  should 
appear  on  any  account  a  thinji;  which  seldom  occurs— it  may  bo  enti-red 
in  red  ink  so  as  to  Ije  readily  detected. 

(ii)  The  accounts  for  the  month  are  nuin})ered  in  order,  as  they  are 
opened  ;  hut  as  many  of  them  m;iy  have  Ix-cii  ))aid  and  removed  from  the 
file  lu^foro  the  books  ai-e  balanced,  it  is  .absolutely  necessary  to  locate;  tlu; 


missing  numl>ers 


Th 


}) 


lis  may  he  easily  done  by  taking  up  the  iile  con- 
taining the  accounts  which  were  paid  ami  placing  a  check  mark  in  thcs 
blank  space  on  this  sheet  corresponding  to  the  number  of  each  account. 
When  all  the  accounts  on  tlu;  iile  are  dealt  with  in  this  manner  every 
blank  space  in  the  column  will  be  marked.  Tf  any  accounts  are  wanting 
they  are  at  once  located  by  number.  ]n  order  to  guard  against  fraud  or 
error  on  the  part  of  the  bookkeeper  thi;  manager  of  the  business  should 
keep  a  list  of  the  accounts  for  each  month. 


SALES  CHECKS. 

Sales  checks  are  now  so  commonly  used  that  it  is  unnecessary  to  say 
much  regarding  them.  They  form  a  most  ini{)ortant  part  of  tlie  sales 
record,  however,  owing  to  the  fact  that  they  represent  original  entries. 
The  following  are  the  main  points  deserving  of  attention  : 

(i)  Each  check  should  bear  the  distinguishing  mai'k  or  number  and  the 
initials  of  the  .sale.sman  who  issued  it. 

(ii)  It  should  be  examined  and  initialed  l)y  a  second  party,  <luly  author- 
ized to  perform  such  duty. 

(iii)  The  amount  of  it  should  be  entered  on  the  salesman's  summary 
.sheet.  If  marked  "paid"  it  is  entered  in  the  cash  column,  and  if  marked 
"chg."'  it  is  entered  in  the  credit  colur..n. 

(iv)  At  the  cashier's  desk  the  amounts  of  all  checks  issued  are  ent<M'ed 
in  a  book  called  the  Summary  Sales  Book,  a  cash  and  a  credit  column 
being  allotted  to  each  salesman,  so  that  an  exact  record  of  his  checks  may 
be  made. 

(v)  The  checks  and  the  different  summary  sheets  are  examined  and 
compared  with  the  cashiers  Summary  Sales  Book,  particular  can;  heing 
taken  to  see  that  no  check  is  missing.  If  the  records  are  found  satisfac- 
tory, the  cash  is  counted  and  the  amount  on  hand  is  compared  with  the 
balance,  as  shown  by  the  Summary  Sales  Book. 

(vi)  The  amount  of  cash  sales  for  the  day  is  entered  into  the  Synoptic 
Journal,  debiting  the  Cash  Account  and  ci-editing  the  Merchandise  Account. 
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(vii)  Tho  clujcks  r('i)roseiitin<(  credit  sains  aio  entered  as  described  uii 
page  294  into  the  Credit  Sales  Ledger. 

As  sales  chocks  constitute  tho  original  entries  of  transactions  it  is 
importuiit  that  they  be  both  safe  and  accessible.  The  cash  checks  fur 
each  day  should  l)e  arranged  alphabetically  and  tied  up  in  a  bundle. 
Every  bundle  should  bo  labelhul  and  given  its  place  according  to  date 
among  others  of  the  same  kind.  Tho  cnnlit  checks  should  be  arranged 
alphabetically  and  pasted  in  vertical  rows  in  a  book  made  of  largo  sheets 
of  nianilla  paper.  If  the  checks  aro  attached  by  tho  lower  edge  they  may 
be  allowed  to  overlap  so  that  a  large  number  may  bo  placed  on  a  singhf 
page.  Small  spaces  for  dates  should  be  left  between  the  checks  of  diller- 
ent  days.  JJy  this  means  any  particular  check  whose  date  is  known  may 
be  referred  to  instantly. 

DIARY. 

This  is  a  book  which  no  business  man  can  afford  to  dispense  with.  It 
should  bo  consulted  regularly  every  morning  so  that  no  obligations  or  en- 
gagements for  the  day  may  be  overlooked.  At  a  convenient  time  during 
the  last  week  of  the  month  memoranda  of  all  invoices,  drafts,  etc.,  which 
are  to  be  paid  during  the  succeeding  month,  should  bo  made  under  tho 
dates  on  which  they  become  due,  respectively.  Other  entries  will  be  made 
from  day  to  day  as  they  become  necessary. 
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Abbreviations  ...    1 ')(i 

Acceptauoo (57,  M 

Acoomiiioilatioa  Notes !')'* 

Account  Sales 89,  UO,  10.') 

Accounts  (Jlaasilied H? 

Accounts  Kx])laine(l 2-11 

Advice  of  Sliipuieiit }S!) 

Averaging  Accounts l-l.'J 

Bad  Debts l.'W 

Balance  Sheet  Kxplained lis 

Balance  Sheet,  Kxainples  of I  !(>,  1 1!> 

Bank  Account   '21,  IV2 

Banking  \'M 

Bank  Check  Book   1H(» 

Bank  Pass  Book i;^(> 

Bill  Book :>S,  121 

Bill  of  (ioods   44 

Bills  of  Kxchungo  73 

Bills  Payable  Account 1»,  22,  .SI 

Bdls  Receivable  Account   7,  22,  31 

Books  as  Evidence  in  Court 140 

Branch  Houses   1 1 1 

Business  Correspondence 14.") 

Business  Forma 44 

Cash  Account  4,  21 ,  30 

Cash  Book 57,  78,  121,  12() 

Certitied  Checks    1.S7,  1  r)8 

Certificate  of  l.)e])osit l.'iB,  158 

Changing  from    Double   to   Single 

Entry 13") 

Changing  from   Single   to   Double 

Entry 13") 

Chattel  Notes  52 

Checks 52 

Classified  Statements 35 

Classification  of  Accounts 3(5,  37 

Closing  the  Ledger   37,  5*.) 

Combined  Statement 44 

Commission  invoice  Book 9(5 

Commission  Sales  Book 9G 

Compound  Average 144 

Consignments 88 

Correctmg  Errors 34 

Correspcndence  , 1 J5 

Credit,  detrned  20 


Paqr 

Credit  Notes  48 

Cross  Entries 13S 

Day  Book 10,  25,  121 

l)ii)osit  Slip IHG 

Debit,   delined 20 

Detecting  Errors 33 

Discounting  Notes,  &c 70 

Distinction     bi.'twciii     Single     and 

Double   Entry 18 

Drafts (57 

I  )raftH — Rules  for  Journalizing (>!> 

Due  Bill   48 

Expense  Account 10,  22,  32 

Filing  Business  Papers 192 

How  to  Deal  with  Bad  debts 138 

Index  to  Ledger 29,  30,  128 

Inilexing 189 

Indorsements   50 

Interest  and  Discount  Account 22 

Inventory  I>ook  .    iV.],  122 

Invoice  liook  .    .  .    (53 

Invoices 40 

Joint  Accounts  102 

Joint  Notes 51,  .")2 

Joint-Stock  Companies  .    120 

Journal  19,  27,  78 

Journal  Day  Book (12 

Journalizing,  Rules  for 20 

(19,  87,  88,  102 

Ledger 18,  .30 

Ledger  Index 29,  128 

Letters  145,  191,  192 

Loss  and  Gain  Account 37,  41 

Manufacturing  139 

iMarkmg  Goods 140 

Mercantile  Terms  .    157 

Merchandise  Account G,  21,  31 

Merchandise  Companies 103 
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Paob 
Notes 49 

OnlorR 48 

Partial  Payments 141 

Partnerslii'i) lOS 

Parthcrship  Settlements KM) 

Personal  Accc.imtM 2,  21,  IV* 

I'etty  Caish  liuok 187 

Petty  Leduer VM 

Plant  Aceount     140 

Pruois-Writin}^  .  .    184 

Precis-Writiny  mid  Indexing 17'- 

Privatu  Ledger 1;{7 

Promissory  Notes  7,  4',) 

Proprietor's  Aeeonnt 11 

Protesting  Notes,  &c (58 

Real  Estate  Account 21 

Keuvi|jts , ,     4ti 


Paor 

Renewal  of  Notes 70 

lUMjuisiteb  of  a  Note 4!> 

llnlcs  for  Deteruiining  Debits  ami 
Credits 20 

Sales  Rook  82 

Simple  Average  14.'{ 

Single  Kntry 121 

Six-Colunni  •lournal  Ill,  Jit 

Shipment  (Companies 102 

Sliipments   h7 

Specimen  Ledger  Closed . .     .S',» 

Statement  of  Losises  and  (Jains H") 

Siatementof  Itesources  anil  Liabilities    l^'t 

Stock  Account    20,  .'{(> 

Sundry  Debtor's  Account I'M 

Transferring  Aoconnts  from  an  Old 

Ledger  to  a  New  One ]'M 

Trial  Baluuce 33 
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